From: The News @ OU [mailto:thenews@oakland.edu] 
Sent: Monday, August 11, 2008 12:25 PM
Subject: Your E-mail is Moving to Google August 13
To: All faculty & staff
Importance: High
To all faculty and staff,


This Wednesday, August 13, your OU Webmail and Webcal accounts will be transitioned to Google-powered applications. I hope the weekly Google Transition Tips you’ve received via e-mail over the past two months have given you a good foundation for understanding your new account. These tips are archived at http://www4.oakland.edu/view_news.aspx?sid=34&id=4676 cover e-mail security; general information on importing old e-mail and contacts, and updating Outlook and Entourage; a timeline and to-do list; an overview of Webcal Powered by Google; and training dates.

Accounts will be transitioned in batches throughout Wednesday, August 13. You will know your account has been transitioned when you log in to Webmail at https://webmail.oakland.edu and you see your new Google inbox. Remember, although you will see very few messages when you visit Webmail Powered by Google for the first time, your old messages, contacts and calendar items have not been deleted. However, it is your responsibility to move that data — if you wish to keep it — to your new Google account before the OU e-mail server is permanently shut down in September. If you choose to migrate your data, we encourage you to do so as soon as possible.

Although you cannot do anything before your account is transitioned, documentation is now posted at http://www2.oakland.edu/uts/email.cfm. You may wish to review this information now and bookmark this page for easy reference on August 13. This comprehensive Web site includes:

· Frequently Asked Questions: http://www2.oakland.edu/uts/files/webmail_faqs_faculty_staff.pdf
· Instructions for IMAP and Web-based users on Windows: http://www2.oakland.edu/uts/files/Outlook_IMAP_Transitional_Directions.pdf
· Instructions for POP users on Windows: http://www2.oakland.edu/uts/files/Outlook_POP_Transitional_Directions.pdf
· Instructions for Mail on Mac: http://www2.oakland.edu/uts/files/Mac_Mail_Transfer.pdf
· Instructions for Address Book on Mac: http://www2.oakland.edu/uts/files/Mac_Address_Book_Transfer.pdf
· Instructions for iCal on Mac: http://www2.oakland.edu/uts/files/Mac_iCal_Transfer.pdf
· General Google usage instructions: http://www2.oakland.edu/uts/email.cfm#link20
Please review this information carefully. Remember, a full slate of training and assistance is available through UHR and UTS. (Visit http://www4.oakland.edu/upload/docs/UCM/Archive/2008/July/google6.doc for a full listing.) 

Some final reminders:

· You can make individual choices on converting your calendar, contacts and historical e-mail records from the old system to Webmail Powered by Google. Conversion of these elements are separate steps. For example, you may choose to import your old calendar appointments and contacts, but not import your old e-mail.
· If you plan to continue using Outlook or Entourage to manage your mail with POP or IMAP, you must first visit https://webmail.oakland.edu to accept the terms and conditions and synchronize your password. You must synchronize you password in order for your desktop client to receive your new e-mail. Instructions for doing so are provided in both the POP and IMAP documentation linked above.
· You can either import your calendar data following the documentation linked above, or re-enter your calendar data manually. In both cases, you will need to visit every meeting to make sure that your privacy permissions, invitation list and repeat options are correct. You have to re-enter those aspects of each appointment, even if you convert.

· You may notice a temporary increase in spam in your new Webmail Powered by Google account. It is important to mark any message that you perceive as spam using the SPAM button. The system will learn your preferences and gradually reduce spam delivered to your inbox. You may want to occasionally do a quick review of the mail list in your spam folder to make sure no valid messages have been marked as spam.

As always, the UTS Helpdesk is available to answer your questions and help guide you through the process if you need assistance. Please review the documentation at http://www2.oakland.edu/uts/email.cfm carefully, and if you require additional support you may reach the Helpdesk at helpdesk@oakland.edu or (248) 370-HELP. 

In addition to providing added efficiency for the university, Google provides more robust functionality, innovative technological tools, and nearly limitless storage space for its users. We are confident that this transition to Webmail and Webcal Powered by Google will both simplify and enhance Oakland University’s e-mail and calendar systems. 
Sincerely,

Theresa Rowe

Chief Information Officer

Oakland University

