University ITwilbemovi ng Exchange emai l accounts to the U
during the month of April 2008. The new mail servers have been built to provide greater
redundancy, stronger performance, and higher reliability.

Departments wilbe contacted by University IT support personnel to work with you in scheduling
these moves. All mailbox moves will start in the evening at 10pm and be completed by 6am the
following morning. Minimal disruption is expected.

More detailed information cape found at the links below.

Migration instructions

Calendar Reminders

Entourage Troubleshooting

Eudora Troubleshooting

Outlook 2002 and 2003 Troubleshooting

Outlook 2007 Troubleshooting

Apple Mail Troubleshooting

Windows Mobile 5 and 6 Troubleshooting

Miscellaneous Clients

Migration Instructions:

Dear Exchange user:

University ITwill be movingyourd e par t ment 0 gothedn il v emewiotiyad s
serverghe week of Date dd/mm/yYy. All mailbox moves willstart in the evening at 10pm and
be completed by 6am the following morning.

The nav mail servers have been built to provide greater redundancy, stronger performance, and
higher reliability

To help prepare for this move, please carefully read the following:

1. Log Off i On the day your department is scheduled to be movedyijoeceive a
reminder to log off your work station when leaving for the day.

2. Outlook Clients 7 OutlookWILL NOT need to be reconfigured. Outlook will be
automaticallynotified ofyour mailboxmove If you have logged off your wortation
the priorbusiness day, you will simply op&utlook the next morning and the move will
be completed.

3. MAC/Apple Clientsi Many MAC/Apple clients will perform similar to Outlook
andautomaticallypoint you to the new mail server. It is extremely important for



MAC clients tolog off your work station when leaving for the dayAC clients that
do not automatically point to the new mail server should follow the troubleshooting
portion of this packet.

4. Blackberry Users-1 f youdre a Bl ackIBES)qustom&nt er pri se
you will experience a brief outage whiytfeur mailbox is moving. Your
BlackBerry will automatically connect to your new mailbox upon completion of
the move.NO changes will be required on your BlackBerry device.

5. Mailbox Size Quotas- There will beNO changes to mailboxes quotddniversity IT
simply is moving your mailbox to aerver with greater redundancy, stronger
performance, and higher reliability. We are not changing any policies or introducing any
new guidelines.

6. E-mail Web Access Theweb mailURL will remain https://webmail.ur.rochester.edu
Againthere areo new policiesguidelines or procedures

7. Common Troubleshooting - Thesubsequerghees$ outlinethe most common issues
associated with mailbox moves. The remedies for these issues should be completed first
before contacting your local IT support or theiversity IT Center

If you experience any problemsefthe migration, please contalsetUniversity IT Centerat
UniviTHelp@rochester.edor x5-2000 for assistance.

Calendar Reminders:

If you receive one or more overdue remindessages for calendaems in Outlook,
please use thBismiss All buttonto clear these

i

iﬁ Review Decom Procedures

Start time: Thursday, April 03, 2008 10:45 AM

Subject Duein

i Review Decom Procedures 2 minutes

Dismiss Al | I Open Ttem | Dismiss I
ed again in:

|5 minutes j Snooze |

These reminder messages are for calendar items that occurred a long time ago.
Sometimes, these reminders are for calendar items that are more than one year old.
Additionally, the itens that correspond to the reminder messauggnot appear in the
Outlook calendar.



https://webmail.ur.rochester.edu/
mailto:UnivITHelp@rochester.edu

If these old remindershronicallyappeamfter the initialDismiss All, please run the
following command from the run command.

arwnE

CEN 2 x|

Type the name of a program, folder, document, or
Internet resource, and Windows will open it for you,

Close Outlook

Go toStart-> Run

Type:outlook.exe /cleanreminders

Click OK

Outlook will now open and perform a cleanup of your reminders

6.

Old reminders will potentially appear one more time, please udgish@ss All
button to clear them for the last time.

Entourage Troubleshooting:

1.

2.
3.
4

Close oubf Entourage completely. Thenopen Entourage. theconnectiorto your
mailbox isnot established, go to number 2

Open Entourage, go TOOLS and click ACCOUNTS

Select théAccount Settingstab

In the Exchange server field, ensttips://webmail.ur.rochester.edu/exchangés

entered. If not rodify the field to reflect this



https://webmail.ur.rochester.edu/exchange

Edit Account

No o

{Acu:ﬂum Settings | Mail Directory Advanced Delegate Security }

Account name:

Account |[D:  Username

Password: sessEsEES

Domain: | UR
ESJVE password in my Mac OS5 keychain

Exchange server: | Dttps://webmail.ur.rochester.edu/exchange

Mame: | Your Name

E-mail address: | usemamed@dept.rochester.adu

You can also enter Outlook Web Access server addresses, such
as http://mail.example.com/exchange, into the Exchange
server field. For more information, contact your Exchange server
administrator.

.’- -\.
( Cancel ) oK)

You should also check to make sure that your name is entered properiyamtaéeld

Click OK, close Entourage anmdopen

IF you are still unable to connect, please contact your local help desk representative or
theUniversity IT Centerat x5-2000

Eudora Troubleshooting:

1.

2.
3.
4

Close out of Eudora completely. TheromenEudora If the connection to your
mailbox isnot esablished, go to number 2

Launch your Eudora application and then clipgecialand selecBettings

SelectGetting Started on the left side

In theMail Server field ensure thatvebmail.ur.rochester.eduis entered. If not, please
modify it towebmail.ur.rochester.edu



Settings
20
(¥ 4 Checkingall ~
Getting Started
User Name itstestl
=2
- Mail Server webmail.ur.rochester.edu

=
Checking Mail

Sending Mail

s

gl

Composing Mail

i

=
=
05

Jun

K

3

B
8

Attachments

B

Replying

Sending Mail
Real Name

SMTP Server:

Email Address

itstestl

mail.ur.rochester.edu

(You only need to fill this in if it's
different from your Mail Server above.)

itstestl@its.rochester.edu
(You only need to fill this in if it's
different from Username@MailServer.)

__| Make Eudora the default Mailer

>

Help

Cancel OK

5. Click OK, closeEudoraand reopen
6. IF you are still unable to connect, please contact your local help desk representative or
the University IT Centerat x52000

Outlook 2003and 2002 (XP) Troublesooting:

1. Close out of Outlook completely.h&n reopen Outlook. If the connection to your
mailbox isnot established, go to number 2

Make sure Outlook is not running

Click the WindowsStart button, go to Settings, Control Panel and doutitk Mail
Click onE-mail Accounts

PwnN

Mail Setup - Outlook

Data Files

Profiles

E-mail Accounts

Setup e-mail acoounts and directories.

# Change settings for the files Qutiook uses to
&ﬁ store e-mail messages and decuments.

Setup multiple profiles of e-mail accounts and
data files. Typically, you onhy need one.

E-mail Accounts...

Data Flles...

Show Profiles...

5. SelectView or change existing anail accountsthen clickNext



This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

() Add 2 new a-mail account

Directory

(") Add a new drectory or address book
() View or change ewsting drectories or address books

et

Back | Mext> | [ dose

6. Select Microsoft Exchange Server then clifkange

7. Replace the server name in terosoft Exchange serveiefd with [server
namg

8. Click Next

9. Click Finish. Open Otlook to confirm that it works

10. IF you are still unable to connect, please contact your local help desk representative
the University IT Centerat xX52000



