From: The News @ OU [mailto:thenews@oakland.edu] 
Sent: Monday, July 14, 2008 7:12 AM
To: All faculty & staff
Subject: Google Transition Tip #4: Timeline and To-Do List
Faculty and staff members, 

This week’s Google Transition Tip addresses a common misconception about what will happen to your existing e-mail at the time of the transition, as well as a timeline for the steps you must take to retain access to it. 

University Technology Services will not delete your existing e-mail, contacts, or calendar appointments at the time of the transition. However, it is your responsibility to move that data over to your new Webmail Powered by Google account before the OU e-mail server is permanently shut down.

On Wednesday, August 13, all of your new e-mail will be directed to your new Webmail Powered by Google inbox, which offers vastly expanded storage space and available tools. 

Accounts will be transitioned in batches throughout the day; you will know your account has been transitioned when you log in to Webmail at https://webmail.oakland.edu and you are automatically directed to your new inbox.

After your account has been transitioned, you must take the following steps:

(1) Log in to Webmail Powered by Google at https://webmail.oakland.edu to accept the terms and conditions. At this point the only messages you’ll see in your inbox will be those received after the transition. This does not mean all of your mail was deleted! Your mail, contacts, and calendar items will be available on the OU server for a limited period of time.

(2) Decide whether to migrate your old e-mails, contacts and calendar items from the OU e-mail server to your new Webmail Powered by Google account. You may want to move your old data into your new account, or you may wish to start clean and not transfer old messages, contacts or appointments.

(3) If you would like to migrate your messages and contacts, follow the steps in the forthcoming documentation, which will be posted to the UTS Web site just before the transition. We will e-mail you a link to the documentation, which will be available for three groups: exclusive Webmail users, Outlook users, and Entourage users. Please note, you may not follow the steps in the documentation until your account has been transitioned.

(4) If you would like to migrate your calendar items, follow the steps in the forthcoming documentation, which will be posted to the UTS Web site just before the transition. We will e-mail you a link to the documentation; you may not follow the steps in the documentation until your account has been transitioned. To transfer your appointments, you will need to use an intermediary program (i.e., Outlook on Windows, or iCal on Mac). 

UTS will host “Migration Stations” for faculty and staff to receive hands-on assistance with the transfer of old messages, contacts and appointments. You may also wish to contact your Distributed Technology Services (DTS) representative or UTS Helpdesk staff for support. UTS Helpdesk staff can assist you by remotely accessing your desktop.

On Monday, September 29, the existing OU e-mail and calendar system will be permanently turned off. You must complete the migration of your old messages, contacts and calendar items by 5 p.m. on September 29. Your old data will become irrecoverable at that time. If you choose to transfer your e-mail, contacts and appointments, it will benefit you to migrate your data as soon as possible after your account is transitioned.

Remember, each Google Transition Tip is archived on the News at OU Web site (http://www4.oakland.edu/view_news.aspx?sid=34&id=4676) for your convenience. We encourage you to share the information posted on this Web page with your colleagues, especially those who may not check e-mail regularly during the summer months.  

If you have further questions or concerns, feel free to contact the UTS Helpdesk at helpdesk@oakland.edu or (248) 370-HELP.

Theresa Rowe
Chief Information Officer
University Technology Services
