Back-up Exchange Email to a Gmail Account

First Steps — All Mail Programs

1) Create a Gmail Account. A secondary account that you don’t use for other email is best.
http://mail.google.com/mail/signup

2) Enable IMAP access in your new Gmail account. Go to this account and choose: Settings->
“Forwarding and POP/IMAP” tab -> Enable IMAP.

Next Steps — Windows PC’s Without Outlook

To create a backup of your Exchange mail if you don’t own Outlook, we recommend these instructions.

1) Download and install the free Mozilla Thunderbird Email Client:
http://www.mozillamessaging.com/en-US/thunderbird/

2) Set up your Exchange Email in Thunderbird:

a) When Thunderbird first loads, begin entering settings in the “Mail Account Setup” window.
If this window doesn’t load, go to Tools->Accounts Settings->Account Actions->Add Mail
Account.

In the “Mail Account Setup” window, enter your name, email address
(unigname@umich.edu), and Exchange email password.

Mail Account Setup @

Your pame:  Mame ‘Y'our name, as shown to others
Email address:  unigname@umich.edu
Password: ouoooooo.|

Remember password

Cancel ‘ l Continue

b) The auto-detect will detect the wrong type of account. Do not click “Create Account” here.
Ensure that your incoming server is “IMAP”, and if not click “Edit”. After “IMAP is selected”,
click “Manual Setup”.


http://mail.google.com/mail/signup
http://www.mozillamessaging.com/en-US/thunderbird/
mailto:uniqname@umich.edu

c)

Mail Account Setup

Your name:  Test Account
Email address:

Password: “""l

Remember password

Thunderbird has found the settings for your email account.

Username:  unigname
e Incoming:  mail.umich.edu

@ Outgoing:  mail.umich.edu

Manual Setup...

unigname@umich.edu

Your name, as shown to others

Start over

Edit

MAP 143 STARTTLS
SMTP 25 None
Cancel | ’ Create Account

In the “Account Settings” box, select the “Server Settings” menu.

In the “Server Name”

box, enter imap-exchange.umich.edu

In the “User Name” box, ensure that your unigname is there.
In the “Connection Security” drop down menu, select “SSL/TLS”
Click on the “Outgoing Server” menu on the left side of the screen.

r
Account Settings

(S5

4aunigname@umich.edu
Server Settings
Copies & Folders
Composition & Addressing
Junk Settings
Synchronization & Storage
Return Receipts
Security

4local Folders
Junk Settings
Disk Space

Qutgoing Server (SMTP)

Account Actions -

IMAP Mail Server

Server Name: | map-exchange.umich.edy Port:

Server Type:
99315 Default: 993

User Name:  unigname

Security Settings

Connection security: | 55L/TLS -

Use secure authentication

Server Settings
Check for new messages at startup

Check for new messages every 1015 minutes

When I delete a message:

) Move it to this folder

() Just mark it as deleted

(7) Remove it immediately
[ Clean up ("Expunge") Inbox on Exit
[] Empty Trash on Exit

Local directory:
C\Users\ctrodger\AppData\Roaming\ Thunderbird'Profiles\st

[ o || cancel




d)

In the “Outgoing Server (SMTP) Settings” area, click “Edit”

-
Account Settings

===

atest-bus-1@umich.edu
Server Settings
Copies & Folders
Composition & Addressing
Junk Settings

Outgoing Server (SMTP) Settings

Although you can specify more than one outgoing server (SMTP), this is only
recormmended for advanced users, Setting up multiple SMTP servers can cause
errors when sending messages.

Synchronization & Storage
Return Receipts

test-bus-1 - smtp-exchange.umich.edu (Default)

Account Actions -

Security
alocal Folders
Junk Settings
Disk Space
Outgoing Server (SMTP)
Description:
Server Name:
Port:
User Name:

Secure Authentication:
Connection Security:

Remove
Set Default
<not specified>
smtp-exchange.umich.edu
587
test-bus-1

Yes
STARTTLS

Ensure that the Outgoing SMTP Server Settings are:

SMTP Server | % |
Settings
Description:
Server Mame:  smtp-exchange.umich.edu
Port 587 Default: 25

Security and Authentication
Use name and password

User Mame: unigname

Usze secure authentication
Connection security: | STARTTLS -

| ok || cance |




3)

Now that you’ve set up your Exchange Email in Thunderbird, set up your new Gmail account in
Thunderbird using Google’s instructions:
http://mail.google.com/support/bin/answer.py?hl=en&answer=77662

You will now be able to drag and drop email and folders from your University Exchange to the
newly created Gmail account. If you right click and then drag and drop, you should be able to
copy messages instead of move them, which is the recommended method.

Make sure to do a few tests with unimportant mail, and check at http://www.gmail.com to
make sure your email transfers correctly.



http://mail.google.com/support/bin/answer.py?hl=en&answer=77662
http://gmail.com/

