Transferring mail folders from fog/pine to GroupWise
This document tells former fog email users how to transfer messages from their old fog email folders to GroupWise by creating a connection to the fog account within GroupWise.
If you used pine or the WebIMAP/WebMail system to read mail before you transferred to GroupWise, this procedure can work for you.
If you accessed fog mail through Netscape Mail or Outlook, this procedure may work for you—as long as Netscape or Outlook was set up in IMAP mode (IMAP leaves folders and mail on fog, without copying them to your local hard disk).
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Email during the transition to GroupWise

Here are the conditions and recommendations that are in effect during the rollout:

· Your old email will remain on the fog server.

· No existing email will automatically be transferred to the GroupWise mail system when your new GroupWise account opens.

· Use GroupWise for all new email. For several months, fog will continue to be available for access to saved mail. Log onto fog using the methods describe in the next section, The Simplest solution.

· Those with special needs can email upgrade@ccsf.edu and request that their fog/pine Inbox be moved over to GroupWise. Only inboxes with 200 messages or fewer can be moved. Requests will be queued and handled as time permits.

The Simplest solution

This document describes how to do a bulk transfer of messages from fog to GroupWise. If you want to transfer only a limited number of old messages, you can log on to fog and forward those messages to your new account:
1. Wait until you have a GroupWise account (for most people this will happen when you have attended an Orientation and get your upgrade computer).

2. On your new computer, log on to your fog account, open individual messages and forward them to yourself one at a time. In the To field, use only your userid/login name. Delete the messages from fog so that you can keep track.
On your new computer, access your fog account using pine or Web Mail:

For pine: Click Start ( All Programs ( TeraTerm Pro Telnet ( Connect to fog….
In the Tera Term log on window, enter your fog username and password.

At the prompt  TERM=(vt100) press Enter

At the $ prompt, enter pine.

For Web Mail: Start the Internet Explorer Browser. 
In the Address box, enter http://fog.ccsf.edu/mail. Enter your fog username/password.
Overview
Here is an outline of the main operations you need to perform to transfer many messages/folders from fog to GroupWise at the same time. Detailed instructions follow.
1. Clean up your fog account! Rather than bringing everything over to GroupWise and then deleting, delete messages and, even better, entire folders. This will greatly cut down on the time you spend transferring email.

2. Using the GroupWise Windows client program (available as a shortcut on your desktop), set up a connection to fog from within GroupWise. Your fog account then appears as a folder in your GroupWise account. 

3. Carefully set the Properties of the fog account within GroupWise. Then you can see all your fog email folders.

4. To bring email over from fog, first create folders inside GroupWise. 

5. When you double-click the fog folder, you can log on to fog, open your fog folders, select messages, and drag them over to the appropriate GroupWise folders.

6. If you wish, you can delete messages/folders on fog as well as the connection to fog when you no longer need them.

Step-by-step
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You must use the GroupWise windows client to perform these operations. 

Click the GroupWise icon on your desktop or Start menu to open the GroupWise Windows client.
Creating a new account

First you’ll need to create a new account inside GroupWise that will allow you to see your fog folders/messages.

1. Open the Windows GroupWise client program by clicking its icon on your desktop or Start Menu. 

2. On the menu bar, click Accounts ( Account Options. 
The Accounts window appears.
3. Click the Add button.
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The Create Account window appears.
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4. In the Account name box, name the account whatever you’d like. 

5. To the right of the Account type box click the down-arrow and choose IMAP4. 
Then click Next. The Create Internet Account window appears.
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6. Enter fog as the incoming mail server, and your fog login name. 
7. Enter fog in the Outgoing mail server box. Since you won’t actually be using this account to send mail you don’t have to enter E-mail address or From name. Click Next to open the next window.
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8. Make sure that the circle next to LAN is filled and click Next. 
The Create Folder window appears.
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9. The new folder appears at the bottom of your folder list. 
Click Finish to set the account.
The Accounts window opens showing your new fog GroupWise account.
Don’t close the Accounts window—you’re not through! Hang in there.

Setting Properties

Now you’ll set the account Properties to display your fog email folders on GroupWise.
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1. In the Accounts window, click the fog account line to select it 
2. With fog selected, click the Properties button. (If you’ve closed the Accounts window, on the menu bar, click Accounts ( Account Options.) The fog Properties window opens.
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3. Click the Advanced tab to bring it forward.
4. Important! In the Advanced tab, enter mail in the Root folder path box and uncheck all boxes underneath except Send/Retrieve when folder is selected. 
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The window should look like this.
5. Now click the Server tab to bring it forward.

6. Make sure your login name is correct and enter your password.
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7. When you click OK you return to the Accounts window. Click the Close button.
8. On the menu bar, click Accounts ( Send/Retrieve. 
An Updating window may appear. Updating may take a while (the manual says to wait up to 12 hours—presumably if you have a lot of messages). In practice, this operation takes from a few minutes to ½ hour. If your connection is interrupted, you may have to try again.
9. Wait until the Updating message box indicates that updating is complete. \
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10. In the GroupWise window, your fog account now appears on the left pane as a folder with the name you gave it (in this example, it’s named fog). If it has a plus sign beside it, double-click fog. Your mail and INBOX folders appear.
11. To see folders inside the mail folder, in the left pane, double-click the mail icon under fog. Your folders appear (also on the left).

Creating folders in GroupWise

You must create folders to hold the messages that you transfer: putting all of them inside the GroupWise Mailbox is not the best idea. You could create one folder called Old fog inbox if you are bringing across a lot of messages from your old inbox. You can create folders with the same name as old folders if you are transferring messages from many different folders.

1. On the menu bar, click  File ( New ( Folder.
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Or: In the folder area on the left of your screen, right-click the Cabinet and choose New Folder from the popup menu.
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2. The New Folder window appears. Click Next.
3. The Create Personal Folder window appears. Name the folder and use the Up and Down buttons to position it where you want. You can also adjust positioning later.

4. When you click Next, a window appears allowing you to set options for the new folder such as sort order. Adjust any settings and click Next. Leaving the settings as they are sorts messages by date and works for most people.
5. Click Finish and you’re done.

(Tip: Create as many folders as you need to hold your transferred messages. You could create a folder called Transferred or Old fog to receive messages about which you are undecided—or to everything until you get around to arranging messages more thoroughly in your new account.

Transferring messages

To access your fog account, you must log in. 

Logging on to fog from within GroupWise

1. In the folder area to the left of your GroupWise screen, double-click the fog icon.
You may have to log on at this point. If so, the login screen appears with the login name you entered for your fog account. Enter your Password.

2. Staying in the left pane, double-click the fog icon to see its folders.
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3. If you are just going to move messages from your INBOX, double-click the INBOX icon to see its messages.

4. To see the folders inside your mail folder, double-click the mail folder icon on the left. Then, staying in the left pane, click any folder to see the messages inside it.
When you open any folder, the messages load gradually (a progress message appears at the lower left of the status bar). If you have many messages, a slow connection or bad luck, the process may take a long time. You won’t see any message headers until all the messages have loaded, so be patient.
Performing the transfer
Inside your GroupWise window you now have both your new GroupWise folders and your old fog folders visible. You can now open a fog folder, select messages, and drag and drop them into GroupWise folders.

1. To see the contents of a fog folder, click to select it. The messages inside it appear on the right.

2. Click in the right pane and select messages:
· Press Control-A to select all messages.

OR:

· Click a single message to select it

· Control-click (hold down the Ctrl key while you click) other messages to add them to the selection.

3. Place your cursor inside a selected message in the right pane and drag to the destination folder in the left. The entire group of selected messages will move at the same time. It may take a while for your messages to move.

4. When the messages move, the fog folder’s messages appear with a line through them.
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The messages are still on fog, but are marked for deletion.

Deleting messages on fog

You may want to delete messages or folders from fog as you move them over to keep track of what you’ve done. 
1. In the left pane, right-click the fog folder from which you’ve moved messages. A popup menu appears.

2. Select Empty deleted items to delete the moved messages.

3. Select Delete to get rid of the folder (don’t delete your Inbox, sent-mail or junkmail folders
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Your fog login name
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