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Introduction

Use the following instructions to ensure you have uninterrupted access to your email both from your Desktop Client and
from your mobile device(s).

Need this information later? Have another question? The Smarsh Exchange 2016 Knowledge Base information regarding
POP/IMAP Mailboxes can be found here. Bookmark it for easy reference!

Please do not perform any of the steps in this guide until YOUR mailbox has been upgraded.

Tip: Save a copy of these instructions to your desktop for reference following the upgrade of your email account. Please be mindful of
the environment when considering printing this guide.

Start Here! Quick-Start Information

You may have noticed that this guide is not short. Due to the proliferation of operating

systems and mail applications, we must provide instructions for all common ﬁ\'
configurations.

You don’t need to read every single page to complete your basic configuration, just the

sections that are relevant to your individual setup!

And with that, let’s start our adventure! Use the links below for handy reference, or start
with Step 1 and use the links inline to choose your own adventure.

e Step 1: Bookmark Webmail/OWA

e Step 2: Identify your current configuration. Click the link under your configuration to get to...

e Step 3: Make configuration changes for your primary email application (example: Outlook). Click the link under
the configuration instructions to lead you to...

e Step 4: Make configuration changes for your mobile devices

Detalils for these steps are covered in depth in corresponding sections.
Additional Information

The following subjects are covered as appendices to this guide. Please review if necessary for your individual
configuration:

e Appendix 1: Basic POP and IMAP Settings for other malil clients besides Outlook and Apple Mail.
e Appendix 2: Instructions to set up a POP connection for a mailbox that was previously configured with a POP
connection for Outlook and Apple Malil (this is not the recommended configuration).
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Step 1. Bookmark Webmail/OWA

What has previously been known as Webmail is now known as OWA (Outlook Web Access) or Outlook on the Web. Your
email is now accessible at www.smarshmail.com. Please add this URL to your bookmarks for easy access!

Note: You may not see everything in webmail that you see on your computer if POP/SMTP has been historically
configured to remove data from the server periodically.

Step 2: Identify Your Current Configuration

Identifying your current email configuration will ensure a smooth transition to Exchange 2016. Use the below guidelines to
identify your current configuration. To learn about the different connection types, please click here. If you're unsure which
version of Outlook you are currently using, please click here to identify the specific version.

Webmail or OWA Only

If you currently access your email via a web browser only, you are a webmail or OWA only user. Continue to Step 3.

POP or IMAP Users

If you have a mail program such as Microsoft Outlook or Apple Mail configured, you are either utilizing a POP or IMAP
connection. To identify which type of connection you are currently using, please follow the steps as outlined below for your
specific computer operating system and email program.

If you currently utilize a version of Outlook prior to Outlook 2007, please contact Smarsh Support for assistance
determining your current configuration.

Once you have identified the current configuration of your Smarsh Hosted Email Services, please click the appropriate link
to view the associated configuration instructions. Smarsh recommends all basic POP/IMAP email accounts be
provisioned via IMAP, regardless of your previous configuration.

Click on the link below that matches your specific computer email software configuration. If you utilize a piece of
software for email that is not on this list, please contact Smarsh Support or visit our knowledge base online here.

WWINOOWS 7/8/L0 ...ttt et e Rt oo s et ek e ekt e o s et oo E e oo et e st e eE e oo Rt e ekt ene e e e Rt e s e e e e sne e e n e e nnre e e nee s 5
Find Your Configuration: Microsoft Outlook 2013 and Outlook 2016 (WINAOWS) .......vvveeirurrreeinireeeiiineeesirreeesinneeesnneneees 5
Find Your Configuration: Microsoft Outlook 2007 and Outlook 2010 (WINAOWS): .....ccveverreerreernreeesreeereee e neeee e 7

Y o] 0] LN Y= T @ 1 RSSO 8
Find Your Configuration: Microsoft Outlook for Mac (OULIOOK 2016): ......cccveerrererireerreeenieee e e e e e e 8
Find Your Configuration: Microsoft Outlook for Mac (OULIOOK 2011): ....cciueeeeiiiriereiiiieeesniieeee s e e sinee e e e e e e e 9
Find Your Configuration: Apple Mail (OS X 10.65): 1..uueeeiiiiiieiiiriie ettt e sttt e st e e s e e s ab e e e s sbre e e s abre e e s abre e e s annreeesannnes 10
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Windows 7/8/10
Find Your Configuration: Microsoft Outlook 2013 and Outlook 2016 (Windows)

Click on Info and then Account Settings.

Account Information

=2
= popsaaTR

+ Add Account

Account and SocialNetwork Se

_@ o Change settings for this accougnt or set up more
Account B Cannect to social networfs.

. Account Settings—.
.ﬂ' Add and remiove accounts or
change exsting connection settings |t|”= by Emptying D

Offsce Account

Oiptons

Social Eelmrlu Accounts

[]
L
s Configure Office to connect to

Ea

socia] nebworks

a Rules and Alerts

{ur Uze Rules and Alerts ta help arganize your incam
updates when items are added, changed, or rem
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e |dentify whether your Smarsh Hosted Email Account Type is configured as IMAP/SMTP or POP/SMTP.

Account Settings H

E-mail Accounts
Tou ¢an add or remove an Account. You can feléct an account and change its fettings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

o Hew.. W Repair.. W change.. @ SetasDefauit XK Bepove # #

Name Type

& samplel@example.com IMAP/SMIF [send fram this account by default)
zample2@example.com POP/SMIP

Close

Continue to Step 3 to make configuration changes in Outlook:

e If you currently use POP/SMTP with Outlook 2013 or Outlook 2016, click here.
e If you currently use IMAP/SMTP with Outlook 2013 or Outlook 2016, click here.
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Find Your Configuration: Microsoft Outlook 2007 and Outlook 2010 (Windows):

e Click on your mailbox and select Account Properties, then Account Settings.
e |dentify whether your Smarsh Hosted Email Account Type is configured as IMAP/SMTP or POP/SMTP.

Account Settings H

E-miail Accounts
Tou can add or remove an account. You can seléct an account and change its settings,

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

ol Hew.. R Repair.. W Crange.. @ Seta: Defauit 0 Bepove # &
Name Type
& =ample1@example.com IMAP/SMTP [send fram this Sctount by defaul)

sampleZ@example.com PORSMTR

Close

Continue to Step 3 to make configuration changes in Outlook:

e If you currently use POP/SMTP with Outlook 2010, click here.
e If you currently use POP/SMTP with Outlook 2007, click here.
e If you currently use IMAP/SMTP with Outlook 2007 or Outlook 2010, click here.
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Apple Mac OS X
Find Your Configuration: Microsoft Outlook for Mac (Outlook 2016):

e In Outlook, click on Tools then select Accounts.

e Select your email account in the left-hand navigation bar.

e |dentify whether your Smarsh Hosted Email account is configured as IMAP or POP via the text under the name of
the Account.

o0 Accounts
Show All
Default Account
@ Example (IMAP) - Xample AP)
sample@example.com UL IMAP Account

Example (POP)

Account description: |Examp\e (IMAP) |
sample@example.com

Personal information

Full name: |Samp\e User |

E-mail address: | sample@example.com |

Server information

User name: |samp|e@example.com |

Password: | .................... |

Incoming server: |host.example.com | 2 |":‘-'=‘-';‘ |

[C] Override default port

Use S5L to connect (recommended)

Outgoing server: |host.e><amp|e.com | y |—.: |

[[] Override default port

Use SSL to connect (recommended)

+~[=] [#~] |

Continue to Step 3 to make configuration changes in Outlook:

e If you currently have a POP Account with Outlook 2016 (Apple), click here.
e If you currently have an IMAP Account with Outlook 2016 (Apple), click here.
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Find Your Configuration: Microsoft Outlook for Mac (Outlook 2011):

e In Outlook, click on Tools then select Accounts.
e Double click on your email account in the left-hand navigation bar.
e |dentify whether your Smarsh Hosted Email account Type is set to IMAP or POP.

Enter your account information.
E-rail address: sample@example.com
Patiword: sessssssssamas

Cunf‘gurf avtormatically

User name:  Samplelszer

Type: lzup :]

Inceming server:  Mail.example.com ;093

Override default port
e 551 to conmect recommended)

Outgoing server:  Mail.example.com : 465

Override default port
" Use 550 to conmect (recommended]

Continue to Step 3 to make configuration changes in Outlook:

e If you currently have a POP account with Outlook 2011 (Apple), click here.
e If you currently have an IMAP account with Outlook 2011 (Apple), click here.
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Find Your Configuration: Apple Mail (OS X 10.6+):

e To identify the current server settings, click on Mail and select Preferences.

File Edit View Mailbox
About Mail

Preferences...

Provide Mail Feedback...
Add Account...

Services

Hide Mail ¥*¥H
Hide Others ¥H
Show All

Quit Mail #Q

e Select the Accounts tab. Select your Smarsh Hosted Email account. Under Account information identify the
Account Type as IMAP or POP.

Continue to Step 3 to make configuration changes in Outlook:

e If you currently have a POP account with Apple Malil, click here.
e If you currently have an IMAP account with Apple Mall, click here.
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Step 3: Make Configuration Changes to Primary Email Application

Which instructions you follow will depend on your previous configuration. Unless you utilize multiple computers, you
should only need to follow one set of instructions: The instructions that correspond with your previous and future
configurations.

LT o] 0.0 PR P PR 11
POSt-UPGrade: POP O IIMARP ...ttt ettt ettt ettt ettt s ket e 4t et e ook e et e e aa ke et e e 1R ke et e e aa R e et e e aa b e et e e aa b e et e e anb e e e e e anbbe e e s nnnneee s 12
MiICrOSOft WINAOWS 7/8/T0 ...veiiiiieiiee ettt ettt n e s e e e s st eas e e aR e e e e e e n e e e nm e e e ne e e nmn e e nnn e e e nn e e e nnreeannes 12
ADPPIE MBC OS X 0.8 -eeereeeieieiiiee ettt st et ss e e e e st e sa et e s e e st e sa R et e eR et e ee e e aa R e e e eR e e aa e e e Re e e aR e e e Re e e nn e e nn e e nn e e e nnneenn 43
POSt-UpGrade: IMAP 10 IIMARP ......erieiieieitie ettt ettt se e s e e st et e se e e e Re e e am et e saEe e e eR e e as s e e e re e e anee e s ne e e ne e e nnne e e re e e nnreenn 54
IMAP to IMAP: Microsoft Windows 7/8/10 — Outlook 2007/2010/2013/2016 .....cccerurreeiriureeeiirreeeinineeeessiireeesnnnneeesnnnneeas 54
JaN e o S Y= Lol @ 1T 0 0 N OO PP R OPR PR PURRPRI 63
Webmail

If you currently access your email via a web browser only, you are webmail or OWA only user. The only configuration
change you must make is to use a different link to access your email. Users that currently utilize webmail as their only
connection to Smarsh Hosted Email Services can connect post-upgrade via www.smarshmail.com.

The following Webmail items will be migrated to the upgraded email hosting, and will be available immediately
post-upgrade:

e Emall
e Calendar items
e Contacts

Note: For Calendar entries that were scheduled before your upgrade, but occurring afterwards: While all meeting invite
entries will be upgraded to Exchange 2016 post upgrade, if the details of the of the meetings are changed, the invitees will
receive a NEW meeting invitation. In this case, invitees should accept the new meeting and ignore or remove the old
entry. This scenario only impacts meetings that are on the user’s calendar at the time of migration. Calendar
entries/invites created in Exchange 2016 will not experience this issue.

The following Webmail items will not be migrated automatically:

e Notes
e Tasks
e Journals

e Signatures

To migrate these items, we recommend creating a word or text document, copying and pasting the content from your
notes, tasks, journals and signatures, and then manually recreating these entries once your upgrade is complete.

Continue to Step 4: Configure your Mobile Device(s)
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Post-Upgrade: POP to IMAP
Microsoft Windows 7/8/10

POP to IMAP: Outlook 2013/2016 (Windows)

These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

Provision a New Outlook Profile

User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

= | &

% _|

@Qv@ ¢ Control Panel »

- ‘ 3 ||| Search Control Panel

2]

Adjust your computer’s settings

@h

System and Security
Review your computer's status
Back up your computer

Find and fix problems

Metwork and Internet
View network status and tasks
Choose homegroup and sharing eptions

Hardware and Sound

View devices and printers

Add a device

Connect te a projector

Adjust commenly used mobility settings

— Programs
k" Uninstall a program
Get programs

View by: Category ~

‘:' Change account type

¢ &

—

Appearance and Personalization
Change the theme

Change desktep background

Adjust screen resolution

Clock, Language, and Region
Change keybeards or other input methods
Change display language

Ease of Access

Let

k et o B g
Opti B
oL = |
w52, » |Control Panel | » | User Accounts » w | %3 N Search Control Pane! pe
@R o] M i -
Control Panel H .
o % User Accounts
St ard Sy Change your account picture @ Give other users access to this computer
'S' Change account type

Network and Internet
Hardware and Sound
Programs

= User Accounts

Appearance and

Personalization
Clock, Language, and Region

Ease of Access

Windows CardSpace

Manage Information Cards that are used to log on to online services

Credential Manager
Manage Windows credentials

@ [ail (Microsoft Outlook 2016) (32-bit) |

_—————
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e Once the Mail Setup page appears, select Show Profiles.
———— v

LA Mail Setup - Outlook

Email Accounts

L::Ij Setup email accounts and directories, T

I

Data Files
| |
&, Change sgttings forthe files Cutlook uses to Data Files... il
&@ store email messages and documents,
Profiles

Setup multiple profiles of email accounts and ShowsFigiiles
data files. Typically, you only need one.

Close

e In the Mail window, click Add to create a new Outlook Profile.

I, . =
-—
| General
| e '
| The following profiles are set up on this computer:
Cutlook -
[ Remove ] [ Properties ] [ Copy..
When starting Microsoft Outlook, use this profile: |
() Prompt for a profile to be used
@ Always use this profile
|Outlook -

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

(A New Profile s |
d,,) Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, the Email Account radio button will be selected by default. Select the Manual setup
or additional server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

() Email Account

Your Mame; | |

Exzample: Ellen Adams

Email Address: | |

Example: ellen@contoso.com

Fassword: | |

Retype Password: | |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types
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e Select POP or IMAP and click Next.

_‘;QAdd Account | & |

Choose Your Account Type

@ POP or IMAP
Advanced setup for POP or IMAP email accounts

(") Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
) Other

Connect to a server type that is listed below

Fax Mail Transport

< Back l Mext = l[ Cancel

e Please complete the following on the next screen of the dialog box:
o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).
o Enter your newly upgraded email address in to the Email Address field (the email address will not have
changed due to the upgrade).
Change the Account Type selection from POP3 to IMAP.
Enter both your incoming and outgoing server details as: mail.smarshmail.com
Confirm your email address is entered as your User Name in the Logon Information Section.
Enter the password to your newly upgraded email account in the Password field (your password should
not have changed with the upgrade).

O O O O
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e Once the above details have been selected and entered, click More Settings.

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: | Sample User | We recommend that you test your account to ensure that

. the entries are correct,
Email Address: | sample@example.com |
Server Information

| Test Account Settings ...
Account Type: | IMAP IE”
! : Automatically test account settings when Mext

Incoming mail server: |mai|.smarshmai|.c0m | [ . -

is clicked

Qutgoing mail server [SMTP): |mai|.smarshmai|.c0m |

| NLogon Information

User Mame: | zample@example.com |
Mail to keep offline: Al
Password: sra-a-a-a-a-a-a-l | i D
1" [V] Remember password

Require logon using Secure Password Authentication

SPA)
(SPA) More Settings ...

< Back ]l Mext = I[ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server Tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Click the Advanced tab.

. Internet Email Settings
|

Advanced |

W/ [iMy outgoing server (SMTF) requires authentication:

@ Use same settings as my incoming mail server

) Log on using

User Mame: | |

Passward: | |

Remember password
Require Secure Password Authentication [SPA4)

[ ok ][ cancel
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e Inthe Internet Email Settings window under the Advanced tab, complete the following changes:
0 Inthe Incoming server (IMAP) field, enter 993.
o Inthe Use the following type of encrypted connection field, select SSL.
o0 Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

_‘,3 Internet Email Settings u

| General | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Incoming server [IMAP): Use Defaults

Use the following type of encrypted connection: § 55L u

Cutgoing server [SMTF):
Use the following type of encrypted connection:

Server Timeouts

Shart ) Long 1 minute

Folders
Root folder path:

Sent Items
|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log on to the incoming mail server (IMAP)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

- R’
Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks | Errors
Tasks Status
\/Log onto incoming mail server [IMAF] Completed
\/Send test email message Completed
i .

o If the tasks do not complete successfully, consider returning to the previous screen and confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

QAddAccount r | = ‘

You're all set!

‘We have all the information we need to set up your account.

Add another account...
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e After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure the Prompt for a profile to be used radio button is selected and click OK.

|1

[ @ Mai - | = |
General

@ The following profiles are set up on this computer:

Outlook -
Smarsh 2017

[ Add... ” Remove ” Properties ” Copy...

When starting Microsoft Qutlook, use this profile:
L@} Prompt for a profile to be used I

() Always use this profile

Outlook

e Once all email data has been verified to be intact in your new profile, either select Options and Set as Default
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:
Smarsh 2017 is selected from the dropdown.

Connect PST Data to Outlook

e Start Outlook. The Choose Profile window will appear. Select your new profile from the Profile Name dropdown
and click OK.

e At the top of your Outlook ribbon, choose File.

Folder View ' Tell me what you want to do
_il lT X 1GNOre %‘ e hMaating Wk e
! o & ral rd| — ¢ meeling + .
o Claan Us € € > 1 Team Email Y
Mew MNew P Delete Reply Reply Forw il Ey pore £
Eriail. heme:= i Junk A Create New
Mew Crelete Respond Quick Steps
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e Choose Open & Export > Open Outlook Data File
©
Info O pe r"l

Open & Export

Open Calendar

=  (pen a calendar file i Qutlook Lics, vesl

Save AL

Open Outlook Data File

Frint
Open an Outlook data file [pst)

Feedback

Import/Export

Support —
b Impart of xpodt fikes and Settings.

Office Acoount

Other User's Folder
- Open a folder shared by another user.

e Outlook will look for .pst files on your computer. Select the .pst for your old profile and click Open.
o If you are unable to locate the .pst file associated with your old profile, click here for help on locating
Outlook Data Files. Still having trouble? Click here to learn more about opening Outlook Data Files.
e Once opened, the data from your old profile is accessible in Outlook via the left-hand navigation bar.
e Quit Outlook and continue to the next step.

Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name

dropdown and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will
utilize your new profile by default.

ProfneName:Ismarshzun Q[ New.. |

I Set as default profile I

Options

Continue to Step 4: Configure your Mobile Device(s)
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POP to IMAP: Outlook 2010
These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

Provision a New Outlook Profile

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

=la] = |

@Qv@ » Control Panel »

- | 43 ||| Search Control Panel o ‘

Adjust your computer’s settings

% System and Security
« Review your computer's status
Back up your computer
Find and fix problems
~ Network and Internet
¢~ View network status and tasks
“&2, Choose homegroup and sharing options
I Hardware and Sound
View devices and printers
Add a device

Connect to a projector
Adjust commenly used mobility settings

L Programs
k." Uninstall 2 program
Get programs

Viewby: Category »

%

B Change account type

,  Appearance and Personalization
% Change the theme
: Change desktop background
Adjust screen resolution
Clock, Language, and Region
ol Change keybeards or other input methods
< Change display language

4™\ Ease of Access
{ Let Windows suggest settings
Optimize visual display

PE

—
@U'|% 3 | Control Panel| 3 | User Accounts »

R
—
~ [ ¢4 ||| search Control Panel_

5|

Control Panel H
T &) User Accounts
System and Security Change your account picture

Metwork and Internet @Changeaccuunttype
Hardware and Sound m Windows CardSpace
Programs .
s User Accounts @q Credential Manager
7 Manage Windows credentials

Appearance and

@ Give other users access to this computer

Manage Information Cards that are used to log on to online services

Personalization @ IMaiI (Microsoft Outlook 2016) (32-bit) |

Clock, Language, and Region

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.
———— v

LA Mail Setup - Outlook

Email Accounts

L::Ij Setup email accounts and directories, T

I

Data Files
| |
&, Change sgttings forthe files Cutlook uses to Data Files... il
&@ store email messages and documents,
Profiles

Setup multiple profiles of email accounts and ShowsFigiiles
data files. Typically, you only need one.

Close

e In the Mail window, click Add to create a new Outlook Profile.

I, . =
-—
| General
| e '
| The following profiles are set up on this computer:
Cutlook -
[ Remove ] [ Properties ] [ Copy..
When starting Microsoft Outlook, use this profile: |
() Prompt for a profile to be used
@ Always use this profile
|Outlook -

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

(A New Profile s |
d,,) Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, the Email Account radio button will be selected by default. Select the Manual setup
or additional server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

() Email Account

Your Mame; | |

Exzample: Ellen Adams

Email Address: | |

Example: ellen@contoso.com

Fassword: | |

Retype Password: | |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types
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e Select POP or IMAP and click Next.

_‘;QAdd Account | & |

Choose Your Account Type

@ POP or IMAP
Advanced setup for POP or IMAP email accounts

(") Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
) Other

Connect to a server type that is listed below

Fax Mail Transport

< Back l Mext = l[ Cancel

e Please complete the following on the next screen of the dialog box:
o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).
o Enter your newly upgraded email address in to the Email Address field (the email address will not have
changed due to the upgrade).
Change the Account Type selection from POP3 to IMAP.
Enter both your incoming and outgoing server details as: mail.smarshmail.com
Confirm your email address is entered as your User Name in the Logon Information Section.
Enter the password to your newly upgraded email account in the Password field (your password should
not have changed with the upgrade).

O O O O
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e Once the above details have been selected and entered, click More Settings.

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: | Sample User | We recommend that you test your account to ensure that

. the entries are correct,
Email Address: | sample@example.com |
Server Information

| Test Account Settings ...
Account Type: | IMAP IE”
! : Automatically test account settings when Mext

Incoming mail server: |mai|.smarshmai|.c0m | [ . -

is clicked

Qutgoing mail server [SMTP): |mai|.smarshmai|.c0m |

| NLogon Information

User Mame: | zample@example.com |
Mail to keep offline: Al
Password: sra-a-a-a-a-a-a-l | i D
1" [V] Remember password

Require logon using Secure Password Authentication

SPA)
(SPA) More Settings ...

< Back ]l Mext = I[ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server Tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Click the Advanced tab.

. Internet Email Settings
|

Advanced |

W/ [iMy outgoing server (SMTF) requires authentication:

@ Use same settings as my incoming mail server

) Log on using

User Mame: | |

Passward: | |

Remember password
Require Secure Password Authentication [SPA4)

[ ok ][ cancel
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e Inthe Internet Email Settings window under the Advanced tab, complete the following changes:
0 Inthe Incoming server (IMAP) field, enter 993.
o Inthe Use the following type of encrypted connection field, select SSL.
o0 Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

_‘,3 Internet Email Settings u

| General | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Incoming server [IMAP): Use Defaults

Use the following type of encrypted connection: § 55L u

Cutgoing server [SMTF):
Use the following type of encrypted connection:

Server Timeouts

Shart ) Long 1 minute

Folders
Root folder path:

Sent Items
|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log on to the incoming mail server (IMAP)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

- R’
Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks | Errors
Tasks Status
\/Log onto incoming mail server [IMAF] Completed
\/Send test email message Completed
i .

o If the tasks do not complete successfully, consider returning to the previous screen and confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

QAddAccount r | = ‘

You're all set!

‘We have all the information we need to set up your account.

Add another account...
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After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure the Prompt for a profile to be used radio button is selected and click OK.

f (B Mail - . /]
General

@ The following profiles are set up on this computer:

Outlook
Smarsh 2017

[ Add... ” Remove ” Properties ” Copy...

When starting Microsoft Qutlook, use this profile:
L@ Prompt for a profile to be used I
() Always use this profile

- |

’ Cancel H Apply |

[outlook

Once all email data has been verified to be intact in your new profile, either select Options and Set as Default
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:

Smarsh 2017 is selected from the dropdown.

Connect PST Data to Outlook
e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name

dropdown and click OK.

At the top of your Outlook ribbon, choose the File tab.

Home | Send / Receive Folder View Conferencing

% Ignore x X ; ! .
| i LG !
& | A =3 "5k Meeting

%= Clean Up -
Delete Reply Reply Forward B -
& i P II:; ¥ 2 More

Respond

Mew
E-mail Htems ~
MNew Delete |
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e Select Open.

o &9 i=
m Home Send /
Save As

Qg Save Attachments

! Info !
Open I

Print

Help

|1 options

B9 Exit

e Select, Open Outlook Data File.

Home send / Receive Folder View

| Open Calendar
Qg Save Attachments /

L Open a calendar file in Outlock (.ics, wves).
)
Info i
'open ! 3 _% Open Outlook Data File
L Open an Outlook data file (.pst).
Print ;
Help Import
Import files, settings, and RS5 Feeds into Qutlock.
|1 Options &
B9 Exit
o~ Other User's Folder
m Open a folder shared by another user,

e Outlook will look for .pst files on your computer. Select the .pst for your old profile and click Open.
o If you are unable to locate the .pst file associated with your old profile, click here for help on locating
Outlook Data Files. Still having trouble? Click here for an alternate way to open Outlook Data Files.
e Once opened, the data from your old profile is accessible in Outlook via the left-hand navigation bar.
e Quit Outlook and continue to the next step.
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Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name
dropdown and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will
utilize your new profile by default.

Profile Name: {Smarsh 2017 B

Set as default profile

Options

Continue to Step 4: Configure your Mobile Device(s)
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POP to IMAP: Outlook 2007
These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

Provision a New Outlook Profile

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

=la] =

@Qv@ » Control Panel »

- ‘ 43 ||| Search Control Panel Fel |

Adjust your computer's settings

gl  System and Security
. Review your computer's status
Back up your computer

Find and fix problems

View by: Category ~

%

4 Change account type

Appearance and Personalization

il
w Change the theme
: Change desktop background

Adjust screen resolution

Clock, Language, and Region
Ak Change keybeards or other input methods
o Change display language

4 Ease of Access
| i etting
n— =R g

— Programs —
k_" Uninstall a program @ < ‘% >|C trol P l|p|U A ts b £ || Search C _; = |
Get programs (;)' ontrol Panel ser Accoun v | ¥ M| Seard O"IP'_TJ _ L

Control Panel Home

. Network and Internet
ﬁh View network status and tasks
=24

Choose homegroup and sharing eptions

I Hardware and Sound
—-.@ View devices and printers
| Add a device

Connect to a projector
Adjust commenly used mobility settings

% User Accounts
Change your account picture @ Give other users access to this computer

System and Securi
o’ o @ Change account type

MNetwork and Internet
Hardware and Sound m Windows CardSpace

Manage Information Cards that are used to log on to online services
Pregrams

« User Accounts @q Credential Manager
Z Manage Windows credentials

Appearance and
Personalization

@ [ail (Microsoft Outlook 2016) (32-bit) |
Cleck, Language, and Regicn

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.
———— v

LA Mail Setup - Outlook

Email Accounts

L::Ij Setup email accounts and directories, T

I

Data Files
| |
&, Change sgttings forthe files Cutlook uses to Data Files... il
&@ store email messages and documents,
Profiles

Setup multiple profiles of email accounts and ShowsFigiiles
data files. Typically, you only need one.

Close

e In the Mail window, click Add to create a new Outlook Profile.

I, . =
-—
| General
| e '
| The following profiles are set up on this computer:
Cutlook -
[ Remove ] [ Properties ] [ Copy..
When starting Microsoft Outlook, use this profile: |
() Prompt for a profile to be used
@ Always use this profile
|Outlook -

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

(A New Profile s |
d,,) Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, the Email Account radio button will be selected by default. Select the Manual setup
or additional server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

() Email Account

Your Mame; | |

Exzample: Ellen Adams

Email Address: | |

Example: ellen@contoso.com

Fassword: | |

Retype Password: | |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types
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e Select POP or IMAP and click Next.

_‘;QAdd Account | & |

Choose Your Account Type

@ POP or IMAP
Advanced setup for POP or IMAP email accounts

(") Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
) Other

Connect to a server type that is listed below

Fax Mail Transport

< Back l Mext = l[ Cancel

e Please complete the following on the next screen of the dialog box:
o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).
o Enter your newly upgraded email address in to the Email Address field (the email address will not have
changed due to the upgrade).
Change the Account Type selection from POP3 to IMAP.
Enter both your incoming and outgoing server details as: mail.smarshmail.com
Confirm your email address is entered as your User Name in the Logon Information Section.
Enter the password to your newly upgraded email account in the Password field (your password should
not have changed with the upgrade).

O O O O
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e Once the above details have been selected and entered, click More Settings

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: | Sample User | We recommend that you test your account to ensure that

. the entries are correct,
Email Address: | sample@example.com |
Server Information

| Test Account Settings ...
Account Type: | IMAP IE”
! : Automatically test account settings when Mext

Incoming mail server: |mai|.smarshmai|.c0m | [ . -

is clicked

Qutgoing mail server [SMTP): |mai|.smarshmai|.c0m |

| NLogon Information

User Mame: | zample@example.com |
Mail to keep offline: Al
Password: sra-a-a-a-a-a-a-l | i D
1" [V] Remember password

Require logon using Secure Password Authentication

SPA)
(SPA) More Settings ...

< Back ]l Mext = I[ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server Tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Click the Advanced tab.

. Internet Email Settings
|

Advanced |

W/ [iMy outgoing server (SMTF) requires authentication:

@ Use same settings as my incoming mail server

) Log on using

User Mame: | |

Passward: | |

Remember password
Require Secure Password Authentication [SPA4)

[ ok ][ cancel
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e Inthe Internet Email Settings window under the Advanced tab, complete the following changes:
0 Inthe Incoming server (IMAP) field, enter 993.
o Inthe Use the following type of encrypted connection field, select SSL.
o0 Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

_‘,3 Internet Email Settings u

| General | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Incoming server [IMAP): Use Defaults

Use the following type of encrypted connection: § 55L u

Cutgoing server [SMTF):
Use the following type of encrypted connection:

Server Timeouts

Shart ) Long 1 minute

Folders
Root folder path:

Sent Items
|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log on to the incoming mail server (IMAP)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

- R’
Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks | Errors
Tasks Status
\/Log onto incoming mail server [IMAF] Completed
\/Send test email message Completed
i .

o If the tasks do not complete successfully, consider returning to the previous screen and confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

QAddAccount r | = ‘

You're all set!

‘We have all the information we need to set up your account.

Add another account...
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After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure the Prompt for a profile to be used radio button is selected and click OK.

f (B Mail A . /]
General

@ The following profiles are set up on this computer:

Outlook
Smarsh 2017

[ Add... ” Remove ” Properties ” Copy...

When starting Microsoft Qutlook, use this profile:
L@} Prompt for a profile to be used I

() Always use this profile

Outlook

Once all email data has been verified to be intact in your new profile, either select Options and Set as Default

[ ]
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:

Smarsh 2017 is selected from the dropdown.

Connect PST Data to Outlook
Start Outlook. The Choose Profile window will appear. Select your new profile from the Profile Name dropdown

and click OK.

e Click File.

—

I!\':r'
File JEdit View Go Tools Actions Help

‘31 New ¥ 23 X | Sk Reply =8 Reply to All
21 Inbox

Mail <

Page 41 of 121

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved.



(jsmaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

e Choose Open > Outlook Data File.

] FEile iﬁdﬂ View Go Tools Actions Help
; g Reply to All (g Forward [/

Selected Items Ctrl+-0
Closg All Items Other User's Folder...
ﬂ Save As... Calendar...
1 Folder > = Older

e Outlook will look for .pst files on your computer. Select the .pst for your old profile and click Open.
o If you are unable to locate the .pst file associated with your old profile, click here for help on locating
Outlook Data Files. Still having trouble? Click here to learn more about opening Outlook Data Files.
e Once opened, the data from your old profile is accessible in Outlook via the left-hand navigation bar.
e Quit Outlook and continue to the next step.

Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name
dropdown and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will
utilize your new profile by default.

Profile Mame: ISmarsh 2017 : I MNew...

Cptions
Set as default profile

Continue to Step 4: Configure your Mobile Device(s)
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Apple Mac OS X 10.6+
POP to IMAP: Outlook for Mac 2016

These instructions will guide you to:

e Export your existing mail from Outlook.

e Import your existing mail back into Outlook so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Outlook).

e Remove your old mail account from Outlook.

e Add your new email account to Outlook.

Export Existing Mail from Outlook

e Launch Outlook.

e Click File and select Export.

e Select All Item Types.

e Click Continue.

e Save the File in an easy to find location. Click Continue.
e Once the Export completes click Finish.

Import Existing Mail Back into Outlook

e In Outlook, click File, then select Import.

e Select Outlook for Mac Archive file (.olm) and click Continue.

e Browse to where you saved your Outlook For Mac Archive File (.olm) in the previous step. Click Import.
e For more information on this process, Click Here to view a Microsoft Support Article.

e The import will start immediately. Click Finish once complete.

Remove your Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server any more.

e In Outlook, click Tools > Accounts.
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e Select the Account and click the minus symbol (-) in the bottom left hand corner of the Accounts screen.

Default Account
Sample User Old Account _/1”5
sample@example.com POP Account

Account description: Sample Uzer Old Account

Personal information

Full name: | Sample User
E-mail address: = sample@example.com
Server information
User name: | sample@example.com
Password: esssssses

Incoming server:  mail.smarshmail.com 1 995
(% Override default port
[#| Use S5L to connect {recommended)

Outgoing server: | mail.smarshmail.com 1|25
x| Override default port

["] Use SSL to connect {recommended)

More Options...

Advanced...

+[] P

e Outlook will warn you of a data loss; ONLY if you have verified you have imported your mail per the previous
instructions should you click Delete and continue forward.

Are you sure you want to delete this
account?

All items in this account will be removed from your
computer. If you have copies of messages or other
items on the mail server, the copies will not be

affected.
Cancel
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Add your New Email Account

e Inthe Accounts box, click Other Email.

Add an Account
Tor gt midartid, NG W S Dy

1 e
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e Enter your email address and password.
o Enter the mail server options as identified below and click Add Account.

Enter your account information.

E-mail address: sample@example.com

Password: eesssssss

User name: sample@example.com

Type: |IMAP

Incoming server: mail.smarshmail.com

|+ Owverride default port
[+| Use SSL to connect (recommended)

Outgoing server: | mail.smarshmail.com

[+| Override default port
[+ Use S5L to connect (recommended)

Page 45 of 121

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved.



@smaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

e On the main Accounts window, select your new account as added to Outlook. You can change the account
description if you like (ex. Smarsh 2017).
e Click More Options.

Default Account

Smarsh 2017 _.| Smarsh 2017
sample@example.com kﬂﬂﬁ IMAP Account

Account description: | Smarsh 2017
Personal information
Full name: | Sample User
E-mail address: | sample@sxampie.com
Server information
User name: = Sample@example.com
Password:

Incoming server: | mail.smarshmail.com ;| 9%
| Override default port
¥ Use SSL to connect (recommended)

| Always use secure password

Outgoing server: | mail.smarshmail.com : 587
| Override default port

v Use SSL to connect (recommended)

Learn about IMAP account settings Advanced...

e Confirm Use Incoming Server Info for mail.smarshmail.com authentication is selected. Click OK.

Settings for: mail.smarshmail.com

Authentication: Use Incoming Server Info

Liser name:

Password:

Ungualified domain:

Learn about POP settings Cancel |

e Your mail account will now be taken online and your mail will begin to download from the server. You may now
close the Accounts window and send/receive mail.

e The first time you send a message, Outlook may prompt for your email password. Enter your email
password and check the box to have your computer remember your password going forward.

Continue to Step 4: Configure your Mobile Device(s)
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POP to IMAP: Outlook for Mac 2011
These instructions will guide you to:

e Export your existing mail from Outlook.

e Import your existing mail back into Outlook so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Outlook).

e Remove your old mail account from Outlook.

e Add your new email account to Outlook.

Export Existing Mail from Outlook

e Launch Outlook.

e Click File and select Export.

e Select Outlook for Mac Data File (.olm) and Items of the Following Types: Check All Types Desired.
e Click the right arrow to Continue.

e Select No, do not delete items.

e Click the right arrow to Continue.

e Name and Save the File in an easy to find location. Save.

e Once the Export completes click Done.

Import Existing Mail Back into Outlook

e In Outlook, click File, then select Import.

e Select Outlook Data File (.pst or .olm) and click the right arrow to continue.

e Select Outlook for Mac Data File (.olm) and click the right arrow to continue.

e Browse to where you saved your Outlook For Mac Archive File (.olm) in the previous step. Click Import.
e For more information on this process, Click Here to view a Microsoft Support Article.

e The import will start immediately. Click Done once complete.
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Remove your Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server anymore.

e In Outlook, click Tools > Accounts.
e Select the Account and click the minus symbol (-) in the bottom left hand corner of the Accounts window.

Default Account
0ld Smarsh Account | Smarsh Old Account
sample@example. com POP Account

Account description: | Smarsh Old Account
Personal information
Full name: | Sample User
E-mail address: | sample@example.com
Server information
User name: |sample@example.com
Password:

Incoming server: | mail.smarshmail.com
| Override default port
v| Use SSL to connect (recommended)

| Always use secure password
Outgoing server: mail.smarshmail.com
| Override default port

/| Use SSL to connect (recommended)

More Options...

Learn about POP account settings Advanced...

] s

e  Outlook will warn you of a data loss; ONLY if you have verified you have imported your mail per the
previous instructions should you click Delete and continue forward.

Are you sure you want to delete this
account?

All items in this account will be remowved from your
computer. If you have copies of messages or other
items on the mail server, the copies will not be

affected.
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Add your new Email Account

e Inthe Accounts window, click Email Account.

- Add an Account
To get started, select an account type.

Exchange Account

[@J Mi t Exchange ts are used by corp ions and other

large organizations.

E-mail Account

G2

|-__|J POP or IMAP e-mail accounts include those from Internet service
providers, or from e-mail services such as AOL, Gmail, MobileMe,
Windows Live Hotmail, Yahoo!, and others.

Learn about adding accounts

e Enter your email address and password tab into the password field, the window will expand to allow for full
server settings to be inserted.

Enter your account information.

E-mail address:  sample@example.com

Password:

Cancel
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e Enter the following server details and click Add Account:

Enter your account information.

E-mail address: Sample@example.com

Password: eesessssss

User name: sample@example.com
Type: | IMAP

Incoming server: | mail.smarshmail.com

Owverride default port

#| Use S5L to connect (recommended)

Outgoing server: mail.smarshmail.com

| Override default port

+| Use 551 to connect (recommended)

e In the main Accounts window, highlight your new account as added to Outlook. You can change the account
description if you like (ex. Smarsh 2017).
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e Click More Options.

Default Account

Smarsh 2017 ~_.| Smarsh 2017
sample@example.com IMAP Account

Account description: Smarsh 2017
Personal information
Full name: = Sample User
E-mail address: sample@example.com
Server information
User name: Sample@example.com

Password:

Incoming server: mail.smarshmail.com ;3%

| Override default port
| Use SSL to connect (recommended)

| Always use secure password

Qutgoing server:  mail.smarshmail.com 1 587

| Override default port

| Use SSL to connect (recommended)

Learn about IMAP account settings Advanced...
G~ = - 3

e Select Use Incoming Server Info for mail.smarshmail.com authentication. Click OK.

Settings for: mail.smarshmail.com

LIser name:

Password:

Ungualified domain:

I
I
Learn about POP settings Cancel [
I

Your mail account will now be taken online and your mail will begin to download from the server. You may now
close the accounts window and send/receive mail.

e The first time you send a message, Outlook may prompt for your email password. Enter your email password and
check the box to have your computer remember your password going forward.

Continue to Step 4: Configure your Mobile Device(s)
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POP to IMAP: Apple Mail
These instructions will guide you to:

e Export your existing mail from Apple Malil.

e Import your existing mail back into Apple Mail so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Apple Mail).

e Remove your old mail account from Apple Mail.

e Add your new email account to Apple Mail.

Export Existing Mail from Apple Mail

e Launch Mail.

e Select your old Smarsh Hosted Services Mailbox, then choose Mailbox > Export Mailbox.

e Choose afolder or create a new folder, then click Choose.

e Your malil file export will begin immediately. Wait for the file to appear as “INBOX.mbox” wherever you saved your
export.

o Exit Mail.

Import Old Mail Back into Apple Mail

Any mail that was not stored on the server will need to be imported from the export file you created in the last section. To
import your mail items:

e Launch Mail.

e Click File > Import Mailboxes.

e Select Apple Mail and click Continue.

e Locate your Exported Mailbox File and click Choose.
e Your mail will import directly to Apple Mail. Click Done.

Imported mail will show up under the “Import” folder in the “On My Mac” section of Apple Mail. Utilize your new email
account inbox for sending and receiving new messages.

Remove Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server anymore.

e Launch Mail.

e Click Mail > Accounts.

e Select your Old Smarsh Email Account and click the minus (-) or remove button.
e Select OK.

e Close the Internet Accounts window.
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Add New Mail Account

e With Mail open, click Mail > Add Account.
e From the list of account types select Add Other Mail Account and click Continue.
e Enter your Full Name, Email Address and Password. When finished, click the Create or Sign In button.

@ Add a Mail account

To get started, fill out the following information:

MName: Sample User

i Email Address: =ample@example.com

Password: eessssess

LFrFrmrarm =N F O T B W P ila T T N LT T T W ke LaT s

e You will receive a message that the account is unable to verify your name or password. Enter the following
server details and click sign in:

Email Address: sample@example.com

User Name:

Password: sessssses

Account Type: | IMAP

Incoming Mail Server: mail.smarshmail.com

Outgoing Mail Server: mail.smarshmail.com

Unable to verify account name or password.

Cancel Back

e Your mail account will now be taken online and your mail will begin to download from the server. Your old mail will
be available on your computer in the file as exported and imported into the Mail application.

Continue to Step 4: Configure your Mobile Device(s)
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Post-Upgrade: IMAP to IMAP
IMAP to IMAP: Microsoft Windows 7/8/10 — Outlook 2007/2010/2013/2016

These steps will guide you to:

e Provision a new Outlook profile.
e Set your new Outlook profile as default.

Provision a New Outlook Profile

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

=a] = |

@Qv@ » Control Panel »

= [#3 W[ Search Control Panet )

Adjust your computer’s settings

iy  System and Security
. Review your computer's status

Back up your computer

View by: Category ~

] User Accounts
By Change account type

@

Find and fix preblems

Network and Internet
Wiew network status and tasks
Choose homegroup and sharing options

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region

Aoy

/ Hardware and Sound
-—-g Wiew devices and printers
| Add a device

Connect to a projector
Adjust commeonly used mobility settings

il
3 Change keybeoards or other input methods
e Change display language
4FI Ease of Access
Let Windows suggest settings
Optimize visual display

Programs
Uninstall a program
Get programs

_— :EIQ

— e
[ 43 | search Control Panel_ 2]

@C).\g » | Control Panel [ | User Accounts »

% User Accounts
Change your account picture

'@' Change account type

Control Panel Home

System and Security ) Give other users access to this computer

Network and Internet
Windows CardSpace

Manage Information Cards that are used to leg on to online services

Hardware and Sound

Programs
Credential Manager
Manage Windows credentials

@ Jail (Microsoft Outlook 2016) (22-bit) |

® User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.

— e e
LA Mail Setup - Outlook

Email Accounts

L:ﬁ Setup email accounts and directories. EmailAcenuniss
va

I

Data Files
| |
4, Change sgttings forthe files Cutlook uses to Data Files... i
&ﬁ store email messages and documents,
|
Profiles

Setup multiple profiles of email accounts and ShowsErgiiles
data files. Typically, you only need one.

Close

e In the Mail window, click Add to create a new Outlook Profile.

F . ==

|
|
Cutlook
[ Remowve ] [ Properties l [ Copy..
When starting Microsoft Outlook, use this profile: il
) Prompt for a profile to be used
@ Always use this profile
[outiook

[ ok || cance
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e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

13 Mew Profile

d,_) Create Mew Profile

Profile Mame:

Smarsh 2017

— o+

e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, Email Account will be selected by default. Select the Manual setup or additional
server types radio button and select Next.

-
Auto Account Setup

Manual setup of an account or connect to other server types.

() Email Account

Your Mame:

Exarnple: Ellern Adarms

Ernail Address: | |

Example: ellen@contoso.cam

Password: | |

Retype Passwiord: | |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types

< Back Mext > Cancel
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Select POP or IMAP and click Next.

,3 Add Account

Choose Your Account Type

@ POP or IMAP
Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
() Other

Connect to a server type that is listed below

Fax Mail Transport

< Back l Mext » l[ Cancel

e Please complete the following on the next screen of the dialog box:

o0 Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).

o Enter your newly upgraded email address in to the Email Address field (this should not have changed

with the upgrade.

Change the Account Type selection from POP3 to IMAP.

Enter both your incoming and outgoing server details as: mail.smarshmail.com

Confirm your email address is entered as your User Name in the Logon Information Section.

Enter the password to your newly upgraded email account in the Password field.

O O o O
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e Once the above details have been selected and entered, click More Settings

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: | Sample User | We recommend that you test your account to ensure that

) the entries are correct.
Email Address: | sample@example.com |
Server Information

| Test Account Settings ...
Account Type: |1M,Qp IE“
. . Automatically test account settings when MNext

Incoming mail server: |mai|.smarshmai|.com | 4 ] .

is clicked

COutgoing mail server [SMTF: |mai|.smarshmai|.com |

‘| WLogon Information

User Name: |sample@example.cum |

Mail to keep offline:  All

t’m’m’ma‘l | . D

|| Rememberpasswnrd

Password:

Require logon using Secure Password Authentication

SPA Il 'I
(SPA] More Settings ...

<Back | Net> | | Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be checked by default. Continue to the Advanced tab in the Internet Email Settings window.

:® Internet Email Settings

Advanced |

/| Mly outgoing server (SMTF) reguires authentication:

@ Use same settings as my incoming mail server
7 Log on using

User Mame: | |

Password: | |

Remember password
Require Secure Password Authentication [SPA)

[ ok || cancel
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e Inthe Internet Email Settings window under the Advanced tab, complete the following changes:
o0 Inthe Incoming server (IMAP) field, enter 993.
o Inthe Use the following type of encrypted connection field, select SSL.
o Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

_‘.3 Internet Email Settings ﬁ

| General | Outgoing 5enrer| Advanced |

Server Port Numbers

Incoming server [IMAF): Use Defaults

Use the following type of encrypted connection: f§ 350 u
Cutgoing server (SMTF: § 587

Use the following type of encrypted connection:

Server Timeouts

Short ) Long 1 minute

Folders
Root folder path:

Sent Items
|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online
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e Once the above details have been selected and entered, click OK.

e Onthe Add Account window, click Next. Windows will now attempt to log on to the incoming mail server (IMAP)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

s '
Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks | Errors
Tasks Status
\/Log onto incoming mail server [IMAF] Completed
\/Send test email message Completed
b "y

o If the tasks do not complete successfully, consider returning to the previous screen to confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

(A Add Account r | = |
- —

You're all set!

‘We have all the information we need to set up your account.

Add another account...

“ Bk
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e After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure Prompt for a profile to be used is selected and click OK.

|1

[ @ Mai - | = |
General

@ The following profiles are set up on this computer:

Outlook -
Smarsh 2017

[ Add... ” Remove ” Properties ” Copy...

When starting Microsoft Qutlook, use this profile:
L@} Prompt for a profile to be used I

() Always use this profile

Outlook -

e Once you have verified that all email data is intact in your new profile, either select Options and Set as Default
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:

Smarsh 2017 selected.

Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile in the Profile Name field and
click Options. Check the Set as default profile option and click OK. Going forward, Outlook will utilize your new

profile by default.

Profile Name:ISmarsh 2017 vI MNew...

I Set as default profile I

Options

Continue to Step 4: Configure your Mobile Device(s)

Page 62 of 121

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved.



@smaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

Apple Mac OS X 10.6+
IMAP to IMAP: Outlook for Mac 2016

e Launch Outlook.
e From the Tools tab, click Accounts.

ene® =
Home Organize | Tools _
g3 5
Out of Public Import
Office Folders

e Inthe Accounts box, click Other Email.

Add an Account
To gt miarted, BalaCt BN BO05T BT

[ cchenss or omceses

Ouatesi cam
a" e coee, Paeegl, Loy poem 5 g Uemaad g
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e Enter your email address and password.
e Enter the mail server options as identified below and click Add Account.

Enter your account information.
E-mail address: sample@example.com

Password: esssssens

User name:  =sample@example.com
Type: IMAP

ncoming server: mail.smarshmail.com

+| Override default port

/| Use SSL to connect (recommended)

Dutgoing server: | mail.smarshmail.com

+| Override default port

| Use S5L to connect (recommended)

Cancel Add Account

e Outlook will log in to your account and begin to download mail objects.
e Select your new account, click Settings, then select Set as Default.
e Close the Accounts window.

You now have both your old Smarsh Hosted Email Account and your New Smarsh Hosted Email Account provisioned.
You will no longer be able to send or receive mail through your old account, but it can remain intact for historical
purposes. If you have confirmed that all your email exists in both your old and new account, you may remove the old
account from your Outlook configuration.

Continue to Step 4: Configure your Mobile Device(s)
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IMAP to IMAP: Outlook for Mac 2011

e From the Tools menu, click Accounts.
e Inthe lower-left corner of the Accounts dialog box, click Add +, and then click E-mail.
e Enter your email address and password along with the below server settings, then click Add Account.

Enter your account information.
E-mail address: =sample@sexample.com

Password: esesesssss

User name:  sample@example.com
Type: | IMAP

ncoming server: mail.smarshmail.com

#| Dverride default port
o

Use S5L to connect (recommended)

Dutgoing server: | mail.smarshmail.com

#| Dverride default port

| Use SSL to connect (recommended)

Cancel Add Account

e Outlook will log in to your account and begin to download mail objects.
e Select your new account and click Settings and select Set as Default.
e Close the Accounts window.

You now have both your old Smarsh Hosted Email Account and your New Smarsh Hosted Email Account provisioned.
You will no longer be able to send or receive mail through your old account, but it can remain intact for historical
purposes. If you have confirmed that all your email exists in both your old and new account, you may remove the old

account from your Outlook configuration.

Continue to Step 4: Configure your Mobile Device(s)
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IMAP to IMAP: Apple Mail
Apple Mail does not allow for multiple connections for a single email account. You must:

e Export existing mail from Apple Mail
e Import old mail back into Apple Mail
e Remove your old mail account

e Add your new mail account

Export Existing Mail from Apple Mail

e Launch Mail.

e Select your old Smarsh Hosted Services Mailbox, then choose Mailbox > Export Mailbox.

e Choose afolder or create a new folder, then click Choose.

e Your mail file export will begin immediately. Wait for the file to appear as “INBOX.mbox” wherever you saved your
export.

e EXxit Mail.

Import Old Mail Back into Apple Mail

Any mail that was not stored on the server will need to be imported from the export file created previously. To import your
mail items:

e Launch Mail.

e Click File > Import Mailboxes.

e Select Apple Mail and click Continue.

e Locate your Exported Mailbox File and click Choose.
e Your mail will import directly to Apple Mail. Click Done.

Imported mail will show up under the “Import” folder in the “On My Mac” section of Apple Mail. Utilize your new email
account inbox for sending and receiving new messages.

Remove Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server anymore.

e Launch Mail.

e Click Mail > Accounts.

e Select your Old Smarsh Email Account and click the minus symbol (=) or remove button.
e Select OK.

e Closethe Internet Accounts window.

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved. Page 66 of 121



gsmaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

Add New Mail Account

e With Mail open, click Mail > Add Account.
e From the list of account types select Add Other Mail Account and click continue.
e Enter your Full Name, Email Address and Password. When finished, click the Create or Sign In button.

@ Add a Mail account

To get started, fill out the following information:

MName: Sample User

i Email Address: =ample@example.com

Password: eessssess

LFrFrmrarm =N F O T B W P ila T T N LT T T W ke LaT s

e You will receive a message that the account is unable to verify your name or password. Enter the following
server details and click sign in:

Email Address: sample@example.com

User Name:

Password: sessssses

Account Type: | IMAP

Incoming Mail Server: mail.smarshmail.com

Outgoing Mail Server: mail.smarshmail.com

Uniable to verify account name or password.

Cancel Back

e Your mail account will now be taken online and your mail will begin to download from the server.

Continue to Step 4: Configure your Mobile Device(s)
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Step 4. Make Configuration Changes to Mobile Devices

Configuration instructions for all mobile devices are linked below. As you work through these instructions, make sure to
select POP/IMAP instead of Exchange as your mailbox is a POP/IMAP mailbox.

Prior to configuring your newly upgraded account, you will need to remove the account as configured previously.

e Connect Android Device to POP/IMAP Mailbox — Click Here
e Connect Apple iOS to POP/IMAP Mailbox — Click Here

e Connect Windows Phone to POP/IMAP Mailbox — Click Here
e Connect Blackberry to POP/IMAP Mailbox — Click Here

Note: If you connect a tablet to your Smarsh Hosted Email in addition to your phone, you will also need to configure that
device. Android tablet users should follow the “Android Device” instructions. iPad users should follow the “Apple i0S”

instructions.
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Appendix 1: Basic POP/IMAP Settings

If you previously had a POP or IMAP mailbox and you are not able to provision using any of the instructions included,
please use the settings below to configure POP/IMAP:

Protocol Hostname Port
POP3 with SSL mail.smarshmail.com 995
IMAP with SSL mail.smarshmail.com 993
SMTP with TLS mail.smarshmail.com 587

Appendix 2: POP to POP Configuration Instructions

Post-Upgrade: POP to POP

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic
POP/IMAP email services, IMAP is the recommended configuration for your connection to Exchange 2016.

Microsoft Windows 7/8/10
POP to POP: Outlook 2013/2016

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved. Page 69 of 121



(9 smarsh
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e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

(= @]

2|

@Qv@ » Control Panel »

- | 43 ||| Search Control Panel

2]

Adjust your computer's settings

System and Security
Review your computer's status
Back up your computer

Find and fix problems

~ Network and Internet
| View network status and tacks
Choose hemegroup and sharing options

Hardware and Sound

Wiew devices and printers

Add a device

Connect to a projector

Adjust commonly used mobility settings

Programs
Uninstall a program
Get programs

Ly
P
@

View by: Category ~

:
. Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.

e
LA Mail Setup - Qutlook

Email Accounts

L\j Setup email accounts and directories. Emcilukesnuntss

I

Data Files
I
4, Change settings for the files Qutlook uses to Data Files, il
&g store email messages and documents.
1
Profiles it
Setup_multiplv_e profiles of email accounts and ShowsErafilesss
data files. Typically, you only need one.

Close

e In the Mail window, click Add to create a new Outlook Profile.

v e
-
General
= 1
| The following profiles are set up on this computer:
Cutlook "
[ Remove ] l Properties ] [ Copy...
When starting Microsoft Outlook, use this profile: il
() Prompt for a profile to be used
@ Always use this profile
|outlook -

[ OK ][ Cancel ]l Apply |

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

A New Profile " [
d:) Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, Email Account will be selected by default. Select the Manual setup or additional
server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

(7)) Email Account

Your Mame; | ‘

Example: Ellen Sdams

Email Address; | ‘

Example: ellen@contoso.com

Password: | ‘

Retype Password: | |

Type the password your Internet service provider has given you,

(@ Manual setup or additional server types

< Back Mext > Cancel
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e Select POP or IMAP and click Next.

(P Add Account - - — ' |.ij]

Choose Your Account Type
|
@ POP or IMAP
Advanced setup for POP or IMAP email accounts “

(7) Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
(") Other

Connect to a server type that is listed below
Fax Mail Transport

< Back Mext > Cancel
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e Please complete the following on the next screen of the dialog box:

o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).

o Enter your newly upgraded email address in to the Email Address field (your email address should be

unchanged).

Set the Account Type to POP3.

Enter both your incoming and outgoing server details as: mail.smarshmail.com

Confirm your email address is entered as your User Name in the Logon Information Section.

Enter the password to your newly upgraded email account in the Password field (your password should

be unchanged).

O O O O

e Once the above details have been selected and entered, click More Settings.

H b
iﬂdd Accou X
— i
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: Sample User ‘We recommend that you test your account to ensure that
_ the entries are correct.
Email Address: sample@example.com
Server Information
Test Account Settings ...
Account Type: POR3 Iz‘
; : Automatically test account settings when MNext
Incoming mail server: mail.smarshmail.com v g

is clicked

Outgoing mail server (SMTF): | mail.smarshmail.com

Logon Information
User Name: sample@example.com
Mail to keep offline:  All
Password: *******:\1 ) U
|| Remember password

|:| Require logon using Secure Password Authentication

[5PA) More Settings ...

< Back “ Mext = ][ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Continue to the Advanced tab in the Internet Email Settings window.

| ;S Internet Email Settings E
I

General | Yutgoing server Advanced

requires authentication:

@ Use same settings as my incoming mail server
) Log on using

User Mame: | |
Password: | |
|
Remember password
Require Secure Password Authentication [SPA)
|

[ ok || cance
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e Inthe Internet Email Settings window under Advanced tab, complete the following changes:
0 Inthe Incoming server (POP3) field, enter 995.
0 Check the box for This server requires an encrypted connection (SSL).
o Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

[ |

Internet Email Settings 2

| izeneral | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Use Defaults

This server requires an encrypted connection [55L1)
Outgoing server (SMTF):

Use the following type of encrypted connection:

Server Timeouts

Incoming server [POF3):

Short Long 1 minute

Delivery

Leave a copy of messages on the server

Remaove from server after 14 E" days

|:| Remove from server when deleted from 'Deleted Items’

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log onto the incoming mail server (POP3)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

ns -

Congratulations! All tests completed successfully. Click Close to
continue,

Tasks | Errors

Tasks Status

\/Log onto incoming mail server (POF3) Completed
\/Send test e-mail message Completed

o If the tasks do not complete successfully, consider returning to the previous screen to confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

gMdAccoum F | = |

You're all set!

We have all the information we need to set up your account.

Add another account...

[ <Bac I Finish I
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After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be

[ ]
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure Prompt for a profile to be used is selected and click OK.
P Mail a L = |
General
@ The following profiles are set up on this computern
Qutlook e
Smarsh 2017
’ Add... ” Remove ” Properties ” Copy..
‘When starting Microsoft Outlook, use this profile:
IIED:) Prompt for a profile to be used I
() Always use this profile
Outlook -
e Once all email data has been verified to be intact in your new profile, either select Options and Set as Default

when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:
Smarsh 2017 selected.

Export POP Data to .PST

e Start Outlook, the Choose Profile window will appear. Select your old profile in the Profile Name field and click

OK.
e Atthe top of your Outlook ribbon, choose File.

Folder View ':;,:' Tell me what you want to do
|:| [=1] w lgnore :;.(\ et = '
S= 126 Clean U e |[meatienas) 2> ey 1eam Email 2
E":“E;’I Il:::v g Junk - i aaia Ii:;“’ roTWaIe B More ¥ Create New
S el i ot Quick Steps
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e Choose Open & Export > Import/Export.

Open

Open Calendar
Oyppen & Calendar fle in Outhook (o8, vosk

Open Outlook Data File
'R Open an Dutlook data file Cpsth

Import/Export

Impesrt o expodt fikes and sethings.

Other User's Folder
Open & folder shared by another user.

e Choose Export to afile and click Next.

Import and Export Wizard

Choose an action to perform:

-mm an ORML file i
1 le L)

Imgort an Calendar [ics) or vwCalendar file [ ves)
Imgrort from another program or fde

Imgort RSS Feeds from an OPML file
Import RSS Feeds from the Comman Feed List

 Description
Export Qutiook information to a fie for use i
other programs.

= -

e Click Outlook Data File (.pst), and then click Next.
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e Select the name of the email account to export. Make sure that the Include subfolders check box is
selected. This way everything in the account will be exported: Calendar, Contacts, and Inbox. Click Next.

Select the folder to export from:

4 f Calendar
_ Clutter (1)
= 84 Contacts
[ Conversation History
{a) Deleted Items
/] Drafts [1]
# L Inbox

8 joumnal

| A hunk Email (71

e

| <pock | mnee> || concel |

gt

e Click Browse to select where to save the Outlook Data File (.pst). Type a file name, and then click OK to
continue. Note: If you've used Export before, the previous folder location and file name appear. Type a different
file name before clicking OK. Click Finish.

0 Outlook begins the export immediately unless a new Outlook Data File (.pst) is created or a password-
protected file is used.
o If you're creating an Outlook Data File (.pst), an optional password can help protect the file. When the
Create Outlook Data File dialog box appears, type the password in the Password and Verify Password
fields, then click OK. In the Outlook Data File Password dialog box, type the password, and then click
OK.
e Once the .pst export has completed, Exit Outlook.

Import POP Data from .pst

e Start Outlook, the Choose Profile window will appear. Select your new profile in the Profile Name field and

click OK.
e Atthe top of your Outlook 2016 or 2013 ribbon, choose File.

Folder View ) Tell me what you want to do

] 1 = ICMOrE x — Meeting H WMove To ="}
: cg Meeling
=1 -] e -l L (=1 Team Email

New New Delete  Reply Reply Forward 5 sin
: - : & More ¥ Create New
Email ltems - SoJunk All
Mew Crelate Respond Quick Steps
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e Choose Open & Export > Import/Export. This starts the Import and Export Wizard.

File to import

wf\Documents\Outiook Filesibackup.pst |

Options

(@) Replace duplicates with items imported
) Allow duplicates to be created

) o not import duplicates

e Choose Import from another program or file, and then click Next.

Impart and Export Wizard

Chaase an adion bo perform:

Export RSS Feeds to an OPML file
Export to a file

Import a VCARD file [wef)
[ o FLk o L

Import from snother program or file

Import R5S Feeds from he Common Feed List

Deseription
Impert data from other files, such &1 Outlaak
data files [PST) and texk files.

e Choose Outlook Data File (.pst) and click Next.

e Browse to the .pst file you want to import. Under Options, choose how you want to deal with emails and
contacts, then choose Next.

e |f a password was assigned to the Outlook Data File (.pst), enter the password, and then click OK.

e Choose Import items into the current folder. This imports the data into the folder currently selected.

e Choose Finish. Outlook starts importing your data immediately. You'll know it's finished when the progress box
closes.

e Verify the contents of your new mailbox profile. You should now be connected to your new Exchange 2016
services with all your historical data intact and at your fingertips.

e Once verified, Exit Outlook.
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Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name dropdown
and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will utilize your
new profile by default.

Profile Name:ISmarsh 2017 vI News...

I Set as default profile I

Options
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POP to POP: Outlook 2010

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

Provision a New Outlook Profile

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

[s&@] = |
@uv@ » Control Panel » - |4, H Search Control Panel pel ‘
Adjust your computer’s settings Viewby: Category =
iy  System and Security
Review your computer's status ,;_' Change sccount type
Back up your computer
Find and fix problems Appearance and Personalization
Ch the th
Network and Internet % Fnaethe feme
- Change desktop background
M View network status and tasks Adiust screen resolution
“&% ., Choose homegroup and sharing options )
Clock, Language, and Region
| Hardware and Sound guag eg
. - . e Change keyboards or other input methods
= Wiew devices and printers Change display language
Add & device : ge dispayanguag
Connect to a projector ,,/7'\ Fase of Access
Adjust commonly used mobility settings I@) Let Windows suggest settings
C Programs Optimize visual display
k 4 Uninstall a program =
Get programs — l = g
\)=|8 »[Control Panel | » | User Accounts » ~ | 44 W search Contrat Panet
() :
L — =
Control Panel H
ek~ % User Accounts
System and Security Change your account picture @' Give other users access to this computer
@ Change account type
Network and Internet
Hardware and Sound H Windows CardSpace
= Manage Information Cards that are used to log on to online services
Programs
e L coumts @‘] Credential Manager
J Manage Windows credentials

Appearance and

Personalization @ [ail (Microsoft Outlook 20186) (32-bit) |
Clock, Language, and Region

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.

TR RS W a—
A Mail Setup - Outlook S
Email Accounts
E::j Setup email accounts and directories. Emciluissnuniss
Data Files
|
4, Change settings for the files Outlook uses to Data Files... il
,&g store email messages and documents,
1
Profiles it
Setup_multiplg profiles of email accounts and ShouwsBrafiless
data files. Typically, you only need one.
4

e Inthe Mail window, click Add to create a new Outlook Profile.

e L
-
| General
o 'l
| The following profiles are set up on this computer:
Cutloak e
[ Remawve ] [ Properties l [ Copy...
When starting Microsoft Outlook, use this profile: il
() Prompt for a profile to be used
@ Always use this profile
[outiook

[ ok || canea ||

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

A New Profile " e |
d:} Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, Email Account will be selected by default. Select the Manual setup or additional
server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

(7)) Email Account

Your Mame; | ‘

Example: Ellen Sdams

Email Address; | ‘

Example: ellen@contoso.com

Password: | ‘

Retype Password: | |

Type the password your Internet service provider has given you,

(@ Manual setup or additional server types

< Back Mext > Cancel
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e Select POP or IMAP and click Next.

(P Add Account - - — ' |.ij]

Choose Your Account Type
|
@ POP or IMAP
Advanced setup for POP or IMAP email accounts “

(7) Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
(") Other

Connect to a server type that is listed below
Fax Mail Transport

< Back Mext > Cancel
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e Please complete the following on the next screen of the dialog box:

o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).

o0 Enter your newly upgraded email address in to the Email Address field (your email address should be

unchanged).

Set the Account Type to POP3.

Enter both your incoming and outgoing server details as: mail.smarshmail.com

Confirm your email address is entered as your User Name in the Logon Information Section.

Enter the password to your newly upgraded email account in the Password field (your password should

be unchanged).

O O O O

e Once the above details have been selected and entered, click More Settings.

H b
iﬂdd Accou X
— i
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: Sample User ‘We recommend that you test your account to ensure that
_ the entries are correct.
Email Address: sample@example.com
Server Information
Test Account Settings ...
Account Type: POR3 Iz‘
; : Automatically test account settings when MNext
Incoming mail server: mail.smarshmail.com v g

is clicked

Outgoing mail server (SMTF): | mail.smarshmail.com

Logon Information
User Name: sample@example.com
Mail to keep offline:  All
Password: *******:\1 ) U
|| Remember password

|:| Require logon using Secure Password Authentication

[5PA) More Settings ...

< Back “ Mext = ][ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Continue to the Advanced tab in the Internet Email Settings window.

| ;S Internet Email Settings E
I

General | Yutgoing server Advanced

requires authentication:

@ Use same settings as my incoming mail server
) Log on using

User Mame: | |
Password: | |
|
Remember password
Require Secure Password Authentication [SPA)
|

[ ok || cance
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e Inthe Internet Email Settings window under Advanced tab, complete the following changes:
0 Inthe Incoming server (POP3) field, enter 995.
0 Check the box for This server requires an encrypted connection (SSL).
o Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

[ |

Internet Email Settings 2

| izeneral | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Use Defaults

This server requires an encrypted connection [55L1)
Outgoing server (SMTF):

Use the following type of encrypted connection:

Server Timeouts

Incoming server [POF3):

Short Long 1 minute

Delivery

Leave a copy of messages on the server

Remaove from server after 14 E" days

|:| Remove from server when deleted from 'Deleted Items’

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log onto the incoming mail server (POP3)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

ns -

Congratulations! All tests completed successfully. Click Close to
continue,

Tasks | Errors

Tasks Status

\/Log onto incoming mail server (POF3) Completed
\/Send test e-mail message Completed

o If the tasks do not complete successfully, consider returning to the previous screen to confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

gMdAccoum F | = |

You're all set!

We have all the information we need to set up your account.

Add another account...

[ <Bac I Finish I
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After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure Prompt for a profile to be used is selected and click OK.

r@ Mail - L I
General

@ The following profiles are set up on this computern

Qutlook
Smarsh 2017

’ Add... ” Remove ” Properties ” Copy..

‘When starting Microsoft Outlook, use this profile:

l@ Prompt for a profile to be used I

() Always use this profile

Outlook

Once all email data has been verified to be intact in your new profile, either select Options and Set as Default
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:

Smarsh 2017 selected.
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Export POP Data to .PST

e Start Outlook; the Choose Profile window will appear. Select your old profile in the Profile Name field and
click OK.
e Atthe top of your Outlook ribbon, choose the File tab.

Send / Receive Folder View Conferencing

% Ignore x __‘& __:é] __é B Meeting

%5 Clean Up ~

Delete Reply Reply Forward | !
Ry ik ply AFlii‘f s More

Mew Mew
E-mail [tems ~

MNew Delete

Respond

e Choose Options.
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e Inthe Outlook Options box, choose Advanced.

urli Options for working with Outlook.

Cutieok start and exit

4 Srat Outlook in this folder: | inbox ]

[ Empty Deteted nems folders when exiting Outlook

Aurtolrchive

Customize Ribbon =
"ﬂ Reduce madbax sae by deletsng or monng old dems 1o an anchive dita file.

Quick Access Tookar

e Under the Export section, choose Export.

Export
mp Export Outlock information to a file for use in other programs.
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e Click Export to afile, and then click Next.

e Click Outlook Data File (.pst), and then click Next.

e Select the name of the email account to export, as shown in the picture below. Make sure that the Include
subfolders check box is selected. This way everything in the account will be exported: Calendar, Contacts, and
Inbox. Click Next.

Select the folder to export from:

+ oo Lalendar
1 Clutter (1)

[# 8 Contacts
[ Conversation History
(&) Deleted ltems
/| Drafts [1]

@ L Inbox
M joumal

| A lnk Fraadl (71

i

| <pock | mes> | | concet |

e Click Browse to select where you want to save the Outlook Data File (.pst) and to enter a file name. Click OK to
continue.
o0 Note: If you have previously used the export feature, the previous folder location and file name appear.
Make sure that you change the file name if you want to create a new file instead of using the existing file.
o If you are exporting to an existing Outlook Data File (.pst), under Options, specify what to do when
exporting items that already exist in the file.
e Click Finish.
e The export begins immediately unless a new Outlook Data File (.pst) is created or the export is to an existing file
that is password protected.
o If you are creating a new Outlook Data File (.pst), an optional password can help protect the file. When
the Create Outlook Data File dialog box appears, enter the password in the Password and Verify
Password boxes, and then click OK. In the Outlook Data File Password dialog box, enter the password,
and then click OK.
o If you are exporting to an existing Outlook Data File (.pst) that is password protected, in the Outlook Data
File Password dialog box, enter the password, and then click OK.
e Once the .pst export has completed, Exit Outlook.

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved. Page 94 of 121



@smaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

Import POP Data from .pst

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name dropdown
and click OK.
e Atthe top of your Outlook ribbon, choose the File tab.

Send / Receive Folder View Conferencing

I Ignore x _'q]i __:Q —% &L Meeting

%5 Clean Up ~

Delete Reply Reply Forward |
R s ply A;ﬂ’r # More

Mew Delete Respond

E-mail rte ms =

e Choose Open > Import. This starts the Import and Export Wizard.

n Home Send [ Recene Folder  View Conferencing

B save as

o ' j Open Calendar

B Sa A i |I;-' Open a calendar file in Outiock [ics, .ves).
Info U

Open Qutlook Data File
Open an Quticok data file (pst).

Import

Import files, settings, and RS5 Feeds into Outlock
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In the Import and Export Wizard, click Import from another program or file, and the click Next.

Choose an acton ko perform:

Export RSS Feeds to an OFML file

Impoet Internet Mail and Addresses
Import RSS Feeds from an OFML file
Import RES Feeds from the Common Feed List

Description
T Empart data from other programs o files, i

ACTY, Lotus Organizer, Outhook data files
(.PST), database files, tex files, and others.

Select Outlook Data File (.pst), and then click Next.
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e Choose Browse, then choose the .pst file you want to import, and choose Next.
e Under Options, use the radio buttons to indicate whether to replace duplicate items already in Outlook with newly

imported items.

o |If a password was assigned to the Outlook Data File (.pst), you are prompted to enter the password, and then

click OK.
e Set the options for importing items. Choose Filter if you want to only import certain emails. Choose the More

Choices tab if you want to only import emails that are read or unread.

Messages | More Choices | Advanced |

Search for the word(s): |
In: |subject field only

[Jwhere 1 am: [:he n-n.hr p?mn on the To line

: [oone [Aatime
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e The default settings usually don’t need to be changed. The top folder — usually Personal Folders, Outlook Data
File, or your email address — is selected automatically.

e Include subfolders is selected by default. All folders under the folder selected will be imported.

e Select one of the destination options:

o Import items into the current folder: This imports the data into the folder currently selected.

o0 (Recommended) Import items into the same folder: This imports the data into the destination folder of
the same name as the source folder, e.g., from Inbox to Inbox. If a folder doesn’t exist in Outlook, it will be
created.

e Choose Finish. Outlook will start importing your data immediately. You'll know it's finished when the progress box
closes.

o Verify the contents of your new mailbox profile. You should now be connected to your new Exchange 2016
services with all your historical data intact and at your fingertips.

e Once verified, Exit Outlook.

Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name dropdown
and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will utilize your
new profile by default.

Profile Name: fsmarsh 2017 B [ mew. |

Cptions
Set as default profile

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved. Page 98 of 121



(jsmaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

POP to POP: Outlook 2007

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Create a new Outlook profile

e Export data from your old Outlook profile
e Import data to the new Outlook profile

e Set your new profile as default

Provision a New Outlook Profile

e Navigate to the Windows Control Panel and select Mail. The location of your Mail option depends on your
version of Windows and on your layout settings of the control panel. If viewing the control panel by category,
select User Accounts to view the Mail applet.

=& = |

@Qv@ » Control Panel » p— - |4, ‘ll Search Control Panel pel ‘

Adjust your computer's settings View by: Category ™

il )  System and Security
Review your computer's status B Change account type
Back up your computer
Find and fix problems ) Appearance and Personalization

Ch the th:
. Network and Internet snaethe feme
&i View network status and tasks

Change desktop background
“&2. Choose homegroup and sharing options

Adjust screen resolution
{ Hardware and Sound
= View devices and printers
Add a device

Clock, Language, and Region
Connect te a projector B [Fase of Access
Adjust commenly used mobility settings Let Windows suggest settings

Change keyboards or other input methods
Optimize visual display

Change display language
< Programs
k 4 Uninstall a program
Get programs - =B g

~ — —
@U"% 3 |Control Panel | 3 | User Accounts » - ‘_’ ||| Search Cgmm!_ﬁ"ix.. _ : 2 |

——

Control Panel Home

% User Accounts
Change your account picture @ Give other users access to this computer

System and Securi
" b '@' Change account type

Network and Internet
Hardware and Sound [EE Windows CardSpace

Manage Infermation Cards that are used te leg en to online services

Programs
» User Accounts @]] Credential Manager

Manage Windows credentials
Appearance and

Personalization @ [ail (Microsoft Outlook 2016) (32-bit) |
Clack, Language, and Region

Ease of Access
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e Once the Mail Setup page appears, select Show Profiles.

TR RS W a—
A Mail Setup - Outlook S
Email Accounts
E::j Setup email accounts and directories. Emciluissnuniss
Data Files
|
4, Change settings for the files Outlook uses to Data Files... il
,&g store email messages and documents,
1
Profiles it
Setup_multiplg profiles of email accounts and ShouwsBrafiless
data files. Typically, you only need one.
4

e In the Mail window, click Add to create a new Outlook Profile.

e L
-
| General
o 'l
| The following profiles are set up on this computer:
Cutloak e
[ Remawve ] [ Properties l [ Copy...
When starting Microsoft Outlook, use this profile: il
() Prompt for a profile to be used
@ Always use this profile
[outiook

[ ok || canea ||

e Inthe New Profile window, enter the desired name for your new Outlook Profile, for example: Smarsh 2017. Click
OK when finished.

A New Profile " e |
d:} Create Mew Profile
Profile Mame:
Smarsh 2017
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e If your computer is currently connected to another email service or to an Office 365 account, a dialog window may
appear asking if you would like to connect to those services. If you see this dialog window, select Connect to a
different account in the bottom right hand corner of that message.

e Inthe Add Account window, Email Account will be selected by default. Select the Manual setup or additional
server types radio button and select Next.

Auto Account Setup

Manual setup of an account or connect to other server types.

(7)) Email Account

Your Mame; | ‘

Example: Ellen Sdams

Email Address; | ‘

Example: ellen@contoso.com

Password: | ‘

Retype Password: | |

Type the password your Internet service provider has given you,

(@ Manual setup or additional server types

< Back Mext > Cancel
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e Select POP or IMAP and click Next.

(P Add Account - - — ' |.ij]

Choose Your Account Type
|
@ POP or IMAP
Advanced setup for POP or IMAP email accounts “

(7) Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
(") Other

Connect to a server type that is listed below
Fax Mail Transport

< Back Mext > Cancel

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. Al rights reserved. Page 102 of 121



gsmaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

e Please complete the following on the next screen of the dialog box:

o Enter your Display Name in to the Your Name field (this is the name you would like others to see when
they receive emails from you).

o Enter your newly upgraded email address in to the Email Address field (your email address should be

unchanged).

Set the Account Type to POP3.

Enter both your incoming and outgoing server details as: mail.smarshmail.com

Confirm your email address is entered as your User Name in the Logon Information Section.

Enter the password to your newly upgraded email account in the Password field (your password should

be unchanged).

O O O O

e Once the above details have been selected and entered, click More Settings.

H b
iﬂdd Accou X
— i
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: Sample User ‘We recommend that you test your account to ensure that
_ the entries are correct.
Email Address: sample@example.com
Server Information
Test Account Settings ...
Account Type: POR3 Iz‘
; : Automatically test account settings when MNext
Incoming mail server: mail.smarshmail.com v g

is clicked

Outgoing mail server (SMTF): | mail.smarshmail.com

Logon Information
User Name: sample@example.com
Mail to keep offline:  All
Password: *******:\1 ) U
|| Remember password

|:| Require logon using Secure Password Authentication

[5PA) More Settings ...

< Back “ Mext = ][ Cancel
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e Inthe Internet Email Settings window, select the Outgoing Server tab and select the My outgoing server
(SMTP) requires authentication check box. The Use same settings as my incoming mail server radio button
will be selected by default. Continue to the Advanced tab in the Internet Email Settings window.

| ;S Internet Email Settings E
I

General | Yutgoing server Advanced

requires authentication:

@ Use same settings as my incoming mail server
) Log on using

User Mame: | |
Password: | |
|
Remember password
Require Secure Password Authentication [SPA)
|

[ ok || cance
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e Inthe Internet Email Settings window under Advanced tab, complete the following changes:
0 Inthe Incoming server (POP3) field, enter 995.
0 Check the box for This server requires an encrypted connection (SSL).
o Inthe Outgoing server (SMTP) field, enter 587.
o Inthe Use the following type of encrypted connection field, select TLS.

[ |

Internet Email Settings 2

| izeneral | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Use Defaults

This server requires an encrypted connection [55L1)
Outgoing server (SMTF):

Use the following type of encrypted connection:

Server Timeouts

Incoming server [POF3):

Short Long 1 minute

Delivery

Leave a copy of messages on the server

Remaove from server after 14 E" days

|:| Remove from server when deleted from 'Deleted Items’

e Once the above details have been selected and entered, click OK.
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e On the Add Account window, click Next. Windows will now attempt to log onto the incoming mail server (POP3)
and send a test email message. If this is successful, the Test Account Settings dialog box will show a Completed
status for both tasks. If both tasks complete correctly, select Close.

ns -

Congratulations! All tests completed successfully. Click Close to
continue,

Tasks | Errors

Tasks Status

\/Log onto incoming mail server (POF3) Completed
\/Send test e-mail message Completed

o If the tasks do not complete successfully, consider returning to the previous screen to confirm your
settings in the Internet Email Settings window.

e Once your new profile has been created, the Add Account window will indicate that you're all set. Click Finish.

gMdAccoum F | = |

You're all set!

We have all the information we need to set up your account.

Add another account...

[ <Bac I Finish I
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After you have clicked Finish, you will be directed back to the Mail window where your additional profile will be
listed. To utilize your new profile in Outlook immediately, while still maintaining quick access to your old
configuration, ensure Prompt for a profile to be used is selected and click OK.

r@ Mail - L I
General

@ The following profiles are set up on this computern

Qutlook
Smarsh 2017

’ Add... ” Remove ” Properties ” Copy..

‘When starting Microsoft Outlook, use this profile:

IIED:) Prompt for a profile to be used I

() Always use this profile

Outlook

Once all email data has been verified to be intact in your new profile, either select Options and Set as Default
when starting Outlook or return to the Mail window and select Always use this profile with your new profile ex:

Smarsh 2017 selected.

Export POP Data to .pst
In Outlook 2007, choose File at the top of your ribbon.

—

L}.
File QEdit View Go Tools Actions Help

: & New v | & [ X | 4 Reply & Reply to All
« | |2 nbox
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e Choose Import and Export.

ey 4
Open
Close All Items

Bl Save As.
Save Attachments 3
Folder [ 4
Data File Management..
Archive..,
Page Setup [

& Print Preview

& Print. Ciri+P
Exit

e Select Export to afile, and then click Next.

STEEET
manﬂﬂr[.ulgwmnh(.m}

Impart RS5 Feeds from an OPML file
Irnport RSS Feeds from the Commaon Feed List

Description
 Export Outiook information to & file for use in
other programs.

e Click Personal File Folder (.pst), and then click Next.
e Select the name of the email account to export, as shown in the picture below.
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e Make sure that the Include subfolders check box is selected. This way everything in the account will be
exported: Calendar, Contacts, and Inbox. Click Next.

 Select the folder to export from:

i [# 54 Calendar
| _d Clutter (1)
= fid Contacts
[ Conversation History
fa] Deleted ltems
/| Drafts [1]
® L3 inbox
.’ Journal
53 sunk Eoaadl 171

e Click Browse to select where you want to save the Outlook Data File (.pst) and to enter a file name. Click OK to
continue.
e Click Finish.

You have the option to select a password for the .pst file. If you would like to set a password for the file, enter it in
the Password and Verify Password fields. If you do not wish to set a password for the file, leave the password
fields blank. Click OK.

C:\Users), WAppData’Local\Microsoft\Outlo

Format: | Personal Folders File

Password

Password:

Verify Password:

|| save this password in your password list
=

e Your export begins immediately and you can now Exit Outlook.
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Import POP Data from .pst

At the top of our Outlook 2007 ribbon, choose File.

L
File JEdit View Go Tools Actions Help

' &d New | &8 3 X | & Reply &# Reply to Al

Mail « | |lI2 Inbox

Choose Import and Export. This starts the Import and Export Wizard.

New »
Open 3
Close All Items

[ 3
Folder [ 3

[Data File Management...
Agchive...
Page Setup »

il

Wl

i Print.. Ctri+P
Exit

In the Import and Export Wizard, click Import from another program or file, and then click Next.
Click Personal Folders File (.pst), and then click Next.
Click Browse, and then choose the file to import.
0 Under Options, it is recommended that you click Do not import duplicates unless you want the imported
information to replace or duplicate items already in Outlook, if any.

Click Next.
If a password was assigned to the Personal Folders file (.pst), you will be prompted to enter the password, and
then click OK.
Set the options for importing items. The default settings usually don’t need to be changed.

0 Thetop folder — usually Personal Folders or your email address — is selected automatically.

o0 Include subfolders is selected by default. All folders under the folder selected will be imported.
Select one of the destination options:

o Import items into the current folder - this imports the data into the folder currently selected.

o (Recommended) Import items into the same folder - this imports the data into the destination folder of
the same name as the source folder, e.g., from Inbox to Inbox. If a folder doesn’t exist in Outlook, it will be
created.

Click Finish.
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Set Your New Outlook Profile as Default

e Start Outlook; the Choose Profile window will appear. Select your new profile from the Profile Name dropdown
and click Options. Check the Set as default profile option and click OK. Going forward, Outlook will utilize your
new profile by default.

Profile Name: fSmarsh 2017 B

Cptions
Set as default prcufilel
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Apple Mac OS X 10.6+
POP to POP: Outlook for Mac 2016

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Export your existing mail from Outlook.

e Import your existing mail back into Outlook so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Outlook).

e Remove your old mail account from Outlook.

e Add your new email account to Outlook.

Export Existing Mail

e Launch Outlook.

e Click File and select Export.

e Select All Item Types.

e Click Continue.

e Save the File in an easy to find location. Continue.
e Once the Export is complete click Finish.

Import Existing Mail

e In Outlook, click File, then select Import

e Select Outlook for Mac Archive file (.olm) and click Continue.

e Browse to where you saved your Outlook For Mac Archive File (.olm) in the previous step. Click Import.
e The import will start immediately. Click Finish once complete.

Remove your Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server anymore.

e In Outlook, click Tools > Accounts.
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e Select the Account and click the minus symbol (=) in the bottom left hand corner of the Accounts window.

Accounts

Dafault Account
Sample User Old Account qus
sample@example.com POP Account

Account description: Sample User Old Account

Personal information

Full name: | Sample User
E-mail address: | sample@example.com
Server information
User name:  sample@example.com
Password: eessssssse

Incoming server: | mail.smarshmail.com T 995
(x| Override default port
[¥] Use S5L to connect (recommended)

Outgoing server: mail.smarshmail.com : |28
X | Override default port

["] Use SSL to connect (recommended)

More Options...

Advanced...

+[Z] -

e Outlook will warn of a data loss. ONLY if you have verified you have imported your mail per the previous
instructions should you click Delete and continue forward.

Are you sure you want to delete this
account?

All items in this account will be removed from your
computer. If you have copies of messages or other
items on the mail server, the copies will not be

affected.
Cancel
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Add your new Email Account

e Inthe Accounts box, click Other Email.

Add an Account
T o b, BT B CESE

n:.: Eschangs or Offce 308

Gtk cam
HJ b qoem, e, Ly Do o0 pra Alaomaad sopossT

O Emassd
ol Tampgly, Tebumy | e guasnarie

e Enter your email address and password.
o Enter the mail server options as identified below and click Add Account.

Enter your account information.
E-mail address: |sample@example.com

Password: eessssssse

User name: sample@example.com

Type: POP

Incoming server: mail.smarshmail.com

[«| Override default port

[+ Use SSL to connect {recommended)

Outgoing server:  mail.smarshmail.com

[+| Override default port

[+| Use SSL to connect (recommended)

Page 114 of 121

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved.



@smaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

e Outlook will log in to your account and begin to download mail objects.
e Select your new account and click on the settings button and select Set as Default.
e Close the Accounts window.

POP to POP: Outlook for Mac 2011

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Export your existing mail from Outlook.

e Import your existing mail back into Outlook so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Outlook).

e Remove your old mail account from Outlook.

e Add your new email account to Outlook.

Export Existing Mail

e Launch Outlook.

e Click File and select Export.

e Select Outlook for Mac Data File (.ol,) and Items of the Following Types: Check All Types Desired.
e Click the right arrow to Continue.

e Select No, do not delete items.

e Click the right arrow to Continue.

e Name and Save the File in an easy to find location. Save.

e Once the Export has completed click Done.

Import Existing Mail

e In Outlook, click File, then select Import.

e Select Outlook Data File (.pst or.olm) and click the right arrow to continue.

e Select Outlook for Mac Data File (.olm) and click the right arrow to continue.

e Browse to where you saved your Outlook For Mac Archive File (.olm) in the previous step. Click Import.
e The import will start immediately. Click Done once complete.

This document contains confidential information intended only for the parties delivered to directly from a Smarsh agent. Copyright © 2017 Smarsh, Inc. All rights reserved. Page 115 of 121



@smaISh User Guide — Email Hosting Upgrade to Exchange 2016 — Webmail and POP / IMAP

Remove your Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your

computer and do not exist on the server anymore.

e In Outlook, click Tools > Accounts.

e Select the Account and click the minus symbol (-) in the bottom left hand corner of the accounts screen.

Default Account

Sample User Old Account ':- - :
sample@example.com POP Account

Account description: |Sample User Old Account
Personal information

Full name: =ample User

E-mail address: | sample@example.com

Server information
User name: | sample@example.com

Password: eeessssess

Incoming server: | mail.smarshmail.com 935

x| Override default port
v| Use S5L to connect {recommended)

Outgoing server:  mail.smarshmail.com ;587

x| Dverride default port
| Use S5L to connect {recommended)

More Options...

Advanced...

+[Z] %

e Outlook will warn of a data loss. ONLY if you have verified you have imported your mail per the previous
instructions should you click Delete and continue forward.

Are you sure you want to delete this
account?

All items in this account will be removed from your
computer. If you have copies of messages or other
items on the mail server, the copies will not be

affected.
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Add your new Email Account

e Inthe Accounts box, click Email Account

- Add an Account
To get started, select an account type.

Exchange Account

l@J Mi t Exchange ts are used by corp ions and other

large organizations.

E-mail Account

G2

|__IJ POP or IMAP e-mail accounts include those from Internet service
providers, or from e-mail services such as AOL, Gmail, MobileMe,
Windows Live Hotmail, Yahoo!, and others.

Learn about adding accounts

e Enter your email address and password tab into the password field; the window will expand to allow for full
server settings to be inserted.

Enter your account information.

E-mail address: sample@example.com

Password:

Cancel
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e Enter the following server details and click Add Account:

Enter your account information.
E-mail address:  sample@example.com

Password: eessesssss

User name: | sample@example.com
Type: POP

Incoming server: | mail.smarshmail.com

+| Override default port

#| Use S5L to connect (recommended)

Outgoing server: mail.smarshmail.com

+| Owverride default port

#| Use S5L to connect (recommended)

e Inthe main Accounts window, highlight your new account as added to Outlook. You can change the account
description if you like (ex. Smarsh 2017).
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e Click More Options.

Default Account
Smarsh 2017 .. Smarsh 2017

nnewcomer @iamfromspace.com POP Account

Account description: | Smarsh 2017
Personal information
Full name: |Elizabeth Lockhart
E-mail address: | nnewcomer@iamfromspace.com
Server information
User name: nnewcomer®@iamfromspace.com
Password:

Incoming server: | mail.smarshmail.com
| Override default port
| Use SSL to connect (recommended)
| Always use secure password
Qutgoing server:  mail.smarshmail.com
| Override default port

| Use SSL to connect (recommended)

Learn about POP account settings Advanced...

e Select Use Incoming Server Info for mail.smarshmail.com authentication. Click OK.

Settings for: mail.smarshmail.com

Authentication: Use Incoming Server Info

Liser name:

Password:

Ungualified domain:

I
I
Learn about POP settings Cancel [
I

e Your mail account will now be taken online and your mail will begin to download from the server. You may now
close the Accounts window and send/receive mail.

e The first time you send a message, Outlook may prompt for your email password. Enter your email
password and check the box to have your computer remember your password going forward.
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POP to POP: Apple Mail

Note: This is not the recommended configuration for your Smarsh Hosted Services Email Account. For basic POP/IMAP
email services, IMAP is the recommended configuration for your connection to Exchange 2016.

These instructions will guide you to:

e Export your existing mail from Apple Malil.

e Import your existing mail back into Apple Mail so that it references a folder on your computer rather than the
previous Outlook folder (this will ensure your mail is still accessible, but will not be deleted when your existing mail
account is removed from Apple Mail).

e Remove your old mail account from Apple Mail.

e Add your new email account to Apple Mail.

Export Existing Mail from Apple Mail

e Launch Mail.

e Select your old Smarsh Hosted Email Mailbox, then choose Mailbox > Export Mailbox.

e Choose afolder or create a new folder, then click Choose.

e Your malil file export will begin immediately. Wait for the file to appear as “INBOX.mbox” wherever you saved your
export.

o Exit Mail.

Import Existing Mail Back into Apple Mail

Any mail that was not stored on the server will need to be imported from the export file created previously. To import your
mail items:

e With Mail open, select your newly added Smarsh Hosted Email Account.
e Click File > Import Mailboxes

e Select Apple Mail and click Continue.

e Locate your Exported Mailbox File and click Choose.

e Your mail will import directly to Apple Mail. Click Done.

Imported mail will show up under the “Import” folder in the “On My Mac” section of Apple Mail. Utilize your new email
account inbox for sending and receiving new messages.

Remove Old Mail Account

CAUTION: Do not complete this portion of the instructions prior to exporting and/or importing your old mail. Failure to
export old mail prior to removing your old account may cause data loss if messages are only stored locally on your
computer and do not exist on the server anymore.

e Launch Mail.

e Click Mail > Accounts.

e Select your Old Smarsh Email Account and click the — or remove button.
e Select OK.

e Closethe Internet Accounts window.
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Add New Mail Account

e With Mail open, click Mail > Add Account.
e From the list of account types select Add Other Mail Account and click continue.
e Enter your Full Name, Email Address and Password. When finished, click the Create or Sign In button.

@ Add a Mail account

To get started, fill out the following information:

Mame: Sample User

i\ Email Address: sample@example.com

Password: eessssses

e You will receive a message that the account is unable to verify your name or password. Enter the following
server details and click sign in:

Email Address: sample@example.com
User Mame:

Password: eessssssss

Account Type: FPOP

Incoming Mail Server: mail.smarshmail.com

COutgoing Mail Server: mail.smarshmail.com

Unable to verify account name or password.

Cancel Back

e Your mail account will now be taken online and your mail will begin to download from the server.
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