Transitioning Outlook 2010 for Windows from Zimbra to
Exchange

Updated 6/12/2013

The information in this document describes how to reconfigure Outlook 2010 for
Windows from a Zimbra mailbox connection to an Exchange mailbox connection.

Accessing both the Zimbra mailbox and the Exchange Mailbox in the same Outlook
profile is not a supported configuration. It is therefore recommended that you create a new
Outlook profile to connect to Exchange. This document provides the instructions necessary to
do so.

1. Open Outlook. If you have inbox rules to need to migrate to Exchange choose
“Manage Rules and Alerts” from the Files Tab. If you do not, skip to step 5.
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2. From the “Rules and Alerts” windows, Click “Options”
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3. Click “Export Rules” then Save your rules file. Remember the location of this file
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4. Click Ok twice to return to the File Tab, then close Outlook.




From your desktop Click Start=>Control Panel . Find and open “Mail (32bit)”. You may
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6. Click the “Show Profiles” button, then click “Add..”
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Enter a name for your profile and Click “OK”
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9. Choose “Microsoft Exchange or Compatible Service” and click Next
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10. Enter casarray.anl.gov in the Server field and you ANL domain account in the User
name field, then click “Check Name”. You may be prompted to enter your username
and password. This will be your ANL domain username and password (i.e the same
account you use to access the Inside Argonne web portal).
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11. If the check name succeeds, the server and username will be underlined. Click
“Next”and “Finish” complete account setup
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12. At the Mail confiugration screen, select the “Always use this profile” option, and choose the
profile you just created from the drop down menu. Click “OK” to finish.
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13. Open Outlook to begin using your Exchange mailbox. If you did not Export any rules in the
beginning of this document, you are done. If you need to re-import your rules, continue to
step 15.



14. Click “Manage Rules and Alerts” from the “File” Tab

Home Send / Receive Folder View Developer MAPILab Zimbra

& saveas
18y save Attachm

Account Information

czaluzec@anl.gov
Microsoft Exchange

&b Add Account
Open T
Print Account Settings

g;ll Modify settings for this account, and configure - Tl -
Help &3 additional connections.
:;:W“‘ Access this account on the web.
3 options (e A https://mail.anl.gov/owa;
Exit Meail messages in this account are <
automatically moved to the Online Archive

after: 2 years

Automatic Replies (Out of Office)
] Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Replies |
Mailbox Cleanup
@ Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Tools ~
Rules and Alerts
Qﬁ Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
ManageRules  removed.
& Alerts,



15. From the “Rules and Alerts” windows, Click “Options”
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16. Click “Import Rules” then browse to and select the rules file you exported in step 3.
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17. Click OK to import your rules




