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Project Organization

Project 1486: Implement MeritMail at EMU
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Version Date June 21, 2008
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EagleMail: What do | need to do?

Beginning Friday, October 3. EMU will replace its current e-mail system with EagleMail, an
innovative application (commercially known as Zimbra Collaboration Suite} that includes e-mail.
contacts, shared calendars and other collaboration tools such as online documents. The e-mail
portion will be implemented October 3, followed by the shared calendars and other toals in the
first few months of 2009

To learn about what the new system is and its benefits to you as a user, please read our earlier
August update. The update below tells you what you need to do to prepare for the new system.

New E-Mail System Q&A

Q: What can users do to make the transition to the new system easier?

A: There is not much you have to do. The system is very user-friendly, and you will be able to
figure most of it out just by logging in and leoking around. However, there is one thing every user
must do before October 3: Make sure your password is up to date

e Any user whose password is more than 6 months old will not be able to log in to the new
system when it is implemented. How to change your password: Currently, when you
lagin to my.emich.edu, you will be redirected and will see instructions on how to change
your password If it has expired. Please visit account.emich.edu to change your password
if you are not sure that it is updated. You are free to change your password as often as you
like, but you must do so at least once every six months. The process takes less than a
minute.

Q: So I've changed my passwerd. What else do | need to do?

A: Current students, faculty and staff will not be required to do anything. Your existing e-mail
messages will be migrated to the new system: you will keep your existing EMU username and &-
mail address: and vou will be able to use the system immediately after implementation. f you
use my.emich.edu or mail.emich_edu to login to your e-mail, your transition will be seamless.
Just login as usual and begin using the system.
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E-mail and Calendaring

EagleMail is here. No More Quotas.

As far as we know, EagleMail is working well for our users. If you are
experiencing difficulties with your EagleMail, please contact the Help Desk at
734.487.2120.

EagleMail Trash folder automatic purge (Oct. 27):

¢ One of the changes that has taken place with the implementation of EagleMail is the
automatic purging of users’ Trash folder_ If you mark a message to be deleted, that
message is moved to yvour Trash folder, where it remains until you manually delete it or it is
automatically purged. The automatic purge takes place 30 days after you place a file in
the trash.

Ve have learned that a number of EMU users have made a practice of storing messages
they may not wish to delete in their Trash folder. Because messages in your EaglelMail
Trash folder are automatically deleted after 30 days, we recommend that you create a
separate folder for storing messages that you are not sure you wish to delete. Just click
"Mew Folder” in the top of the left navigation bar. and give the folder an appropriate name.
Then, use EagleMail's drag-and-drop function to easily move messages into the folder. You
can always delete the messages later by moving them to the Trash folder when you are
ready to do so.

Since EagleMail was launched October 3, automatic purging of vour Trash folder will begin
MNovember 2 for messages that were placed there October 3. If you have messages in your
Trash folder that you do not wish to have permanently deleted. please move them to a
different folder before the 30-day time frame elapses.
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