Flexbo XM iase:

Flexbox(Zimbra)5.09 Connector for Outlook

Important: Client computers must have Microsoft Offi@utlook SP1 or later installedWe would also
recommend installing all Windows updates to ensure that you are fully patafted{ SS aAONRa2FG Q
support article http://office.microsoft.com/

Note: The uses of thirgarty plug-ins are not supported when using thieexboxConnector.
Synchronization and functionality of plughs when using the connector cannot be guararte

BACKUP BEFORE YOU BEGIN TO UPGRADE!

Before you being the upgrade, run a full backup of the mailbox server. If there are any problems during
the upgrade, you can restore to your previous version. If a backup is not complete mail could be lost and
will not be recoverable.

WARNING: We would suggest practicing these migration steps on a rwitical account.If you are not
comfortable with any of the steps, please contact MxToolBox Support ASAP.

Note: In order to fully manage your new Hosted mail box with Flexbox, we would recema

exporting your current .pst file (Outlook maintains a .pst file on your behalf called a Personal Folder
File) and then importing it into your new Flexbox mail profile. The steps for that are found below the
connector installation steps.

Installing Comector

1) Please download the Outlook Connector from here:
http://flexbox.mxtoolbox.com/downloads/ZimbraOlkConnector-5.0.9 GA 2500 5.0.2706.9.msi

Note: Theinstall program for the ZCS Connector for Outlook is in the Windows Installer .msi format so
that it can be easily deployed to individual computers using your group policy software deployment
process, or you can copy the .msi file to a directory that usens access and instruct your users to
download the file directly.

2) Clicking this link will open a box that asks you to either Run the program, or Save the file. Either
option is fine, but we would suggest saving it to your desktop so that you know where the file is.
Once it is downloaded, begin the installation.

3) Accept the End-User Agreement and continue through the installation, hitting Next when
necessary until the Installation Complete page is displayed.

4) Once the Installation Complete page is displayed simply hit Close to complete the installation.
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Email services on demand...flip the switch

5) At this time we are ready to Open Outlook and you should see this box:

i Zimbra Server Configuration Settings @M

Server Configuration | Connection Settings | ZDB Configuration |

Type the name of your Zimbra Collaboration Server. For information contact your
system administrator.

Server Name: | fiexbox.mxtoolbox.com \

Use Secure Connection

Type the name of your email address set up for you by your system
administrator.

Email Address:

| Type the password associated with the email address specified above.

Password:

[oc J[ concel J[ apoyv ]

6) Input the server name:
flexbox.mxtoolbox.com

Email addressuse your full email address
Passwordyour default password for MxToolbox is your domain name without the .com and
2007 appended on the end.

Example:Domain.com
Password:domain2007

7) Once this information has been input, you are ready to synchronize your inbox. Please allow
Outlook to fully synchronize before shutting it down. If you mailbox is quite large, this can take
some time, up to 24 hours or more!

Backing Up OIld Mail & Placing Old Mail on Flexbox Servers

In order to fully manage your new Hosted mail box with Flexbox, we would recommend exporting your
current .pst file (Outlook maintains a .pst file on your behalf called a Personal Folder File) and then
importing it into your new Flexbox mail profile.
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Note: If you do not want to place your current .pst file on our serygiu can make a backup of your
current .pst and kee@ nonlocal copy as a backuWe recommend a notfocal copy, i.e.: not on your
work/home computer so that if data is lost you still have a copy of your old mail.

Note: Please keep in mind that exporting a .pst file can take quite some time. A good futeumb is
an hour for each GB of information. Importing can take even longer as you are pushing information up
to our servers; a good rule of thumb is 2 hours for every GB of information.

Step 1¢ Export your .pst

To export and then import mail to our filters we would recommend using the Flexbox Zimbra PST Import
Tool. This file can be downloaded from:

http://flexbox.mxtoolbox.com/downloads/ZCSPSTImportWizard-5.0.9 GA 2500.exe

We would recommend saving this file to your Desktop so that it can be found easily. Once downloaded,
we will be working in Outlook beforewe use the Flexbox Zimbra PST Import Tool.

1) To begin exporting a .pst file open Outlook and select File and then select Import and Export.

&, Inbox - Microsoft Outlook

!| File | Edit View Go Toals
New »
H Open »
- Close All Items
B saveas..
Save Attachments »
— Folder »
Data File Management...
Import and Export...
Archive...
Page Setup »
|4 Print Preview
i Print.. Ctrl-P
Work Offline
Exit
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2) The Import and Export Wizard appears and from there select Export to a file.

Choose an action to perform:
Export RS5 Feeds to an OPML file

Import a YCARD file )]

Import an iCalendar {.ics) or vCalendar file {.vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

~Description

Export Outlook information to a file for use in other
programs.

= Back I Next > ] [ Cancel ]

3) After clicking next choose the file format by choosing Personal Folder File (.pst) and click Next.

Export to a File

Create a file of type:

Comma Separated Yalues (DOS)

Y / Comma Separated Yalues (Windows)
VY. Microsoft Access 97-2003

Microsoft Excel 97-2003

Personal Folder File {,pst)

Tab Separated Values (DOS)
Tab Separated Values (Windows)

[ < Back “ Mext = ] [ Cancel ]
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4) On this screen you will be choosing exactly what gets backed up in the .pst file.

5)

Export Personal Folders

Select the folder to export from:

= ﬁ,ﬁ Zimbra -
] calendar
[ Chats
85| Contacts 3
[ Deleted Messages
L7 Drafts T
|85 Drivers
85| Emailed Contacts

=] inbox (¢4

&l Journal
[ Junk o)

[[J1include subfolders

[>

by

[ < Back ]I Next > | [ Cancel ]

After clicking next, choose where you would like the .pst file to be exported to. We would
recommend exporting the .pst file to the Desktopso that it is easy to find if you are doing an
Import. If you are just backing the .pst file up, we would suggest creating a folder in My
Documents and storing them there as a backup.

Export Personal Folders

3

Save exported file as:
[lthnDBtaWOSOftIOUUDok\bBCkWDSt I [Browse. 5 ]
Options
(%) Replace duplicates with items exported

O allow duplicate items to be created
(O Do not export duplicate items

[ < Back ][ Finish ] [ Cancel ]
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6) Clicking finish will begin the export, please keep in mind that this can take quite some time
depending on how large your box is.
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7) Close Outlook once this has completed and move on to Step 2 ¢ Importing your .pst.

BACKUP BEFORE YMBORT A .PST FILE

Before you begin an import of a .pst, run a full backup of the mailbox server and the associated .pst files.
If there are any problems during the upgrade, you can restore to your previous version. If a backup is
not complete mail could be lost and would not be recoverable.

WARNINGWe would suggest practicing these migration steps on a raitical account.If you are not
comfortable with any of the steps, please contact MxToolBox Support ASAP.

Step 2- Importing your.pst

You can use the Flexbox Zimbra PST Import Tool for Outlook to import your Outlook personal store
folder (.pst files) to the Flexbox server.
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The Import Wizard imports your email messages, attachments, calendar, and contact lists to the Zimbra
server. Your Outlook folder hierarchy is maintained, if you assigned categories to your messages and
contacts, these are converted to tags in your Flexbox mailbox.

The Flexbox Zimbra PST Import Tool for Outlook steps you through several dialogs to prepare to import
the file.

1) Locate the file that you downloaded before Step 1 and double click it to begin the PST Import
Wizard.

E °ZCS Import Wizard for Outlook

bra

Collaboration Suite

ZCS Import Wizard for Outlook

This wizard will guide you through the process of migrating data from Outlook, By
continuing to run the ZCS Import Wizard for Outlock, you agree to the terms of
the Migration Wizard Evaluation License.

http: /v, zimbra.comflicense/zimbra_network eval license.pdf

Copyright © 2006-2007 Zimbra, Inc. Al rights reserved.

| Cancel

2) Once the Flexbox PST Import Wizard is open simply hit Next and we will begin importing your

data.
w | 238Gyl YSY Tt BIEO2EDPYE(22f 02E®0O2
w t2NIY nno ONBIldANBa {{[0V
w {SOdNB /2yySOiGAz2yY tfSIasS OKSOl (KA& O62EO®
w aA&SNIYIFIYSY | 2dzNJ FdzZAf SYIFAf FRRNBaaszs G(KS |
w tlaade2NRY L 2dzNJ Cf SE02E | O02dzy i LI 4462 NR

Enter the hostname and port of the Zimbra server.

Hostriame. ‘ Flexbox.mxtoolbox.com
Port 443 Use Secure Connection

Enter the username and password of the destination Zimbra account.

Username ‘ test@mxtoolbox.com |

password ‘ ............ | |

<Back. Next > Canicel Help
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3) On the next screen you will select your .pst file to import, click browse and if you saved your file
to the Desktop it will be easy to locate the file.

If you did not save your file to the Desktop, you will need to manually search for it. The main .pst

file is usually in the Microsoft Outlook folder in the Local Settings/Application Data directory. To find

your .pst files, in Outlook click Files>Open>Outlook Data Files. Use the Look in: drop down arrow to

4SS GUKS FAES yIYS YR LI GK F2NJ @82dzNJ oLIAGndTFALE S
.pst files on your computer.

& " 7ZCS Import Wizard for Outlook |L| 8]
Import PST
Select PST to Import. Z
PST Filename: C:\Documents and Settings\MxToolE l | Browse.. |

Import into Account

l test@mxtoolbox.com

Admin Port | 7071 [“]Use Secure Connection

[ < Back ][ Next > ][ Cancel ] [ Help ]

6) On the next screen select whether to import the contents of your Junk-Mail folder and your
Deleted Items folder (trash). The default is to import files in those folders. Clear the check boxes
if you do not want to import the content of these folders.

& 7CS Import Wizard for Outlook g

Import Items
Select the items to be considered for all mailboxes to be imported. Z

Select Items
Import Messages
Import Contacts
Import Tasks
Import Calendar Items

Calendar Options

0Old address

[ < Back ][ Next > ][ Cancel ] [ Help }
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7) On the next screen if you do not want to bring all of your email messages into your Zimbra
mailbox, you can specify a date that messages received from that date forward are imported to
your Zimbra mailbox.

8) Check Migrate private appointments to import your appointments that are marked as private.
ZCS does not support marking appointments as private. When you check this, private
appointments are imported but are no longer private.

& " 7CS Import Wizard for Outlook E]
Import Options
Configure options for PST to be imported. Z
Folder Options

Import Deleted Items Folder

Progress Logs.

Ignore previously imported items

Date Filter

[J1mport items received after

Messages Without Body

Import messages with some headers but no message body. This can happen
with IMAP partial downloads.

[ < Back n ext > J[ Cancel ] [ Help ]

9) When you have made all of your selections, hit Next and then Begin the Import Process. Now
you are ready to import your .pst file.

E“ZCS Import Wizard for Outlook

Import Options
Configure options for PST to be imported. Z

Folder Options
Import Junk-Mail Folder [¥] Import Deleted Items Folder

Begin Import Process?

Click OK to begin importing or Cancel to review import options.

Date Filtef _ I
[T 1my )
Messages Without Body

Import messages with some headers but no message body. This can happen
with IMAP partial downloads.

[ < Back ][ Next > ][ Cancel ] [ Help
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E “ ZCS Import Wizard for Outlook Q =

Import In Progress
Importing data from PST to Zimbra, Z

Importing backup.pst

Zimbra Server: flexbox.mxtoolbox.com: 7071

Progress: Importing Messages.

( J

Zimbra Account Progress Errors Warnings
test@mxtoolbox.com 100of 1072{ 0%) 0 1]

< Back lext Cancel

Any errors or warnings generated during the import process are displayed on the Import Complete

dialog box. You should review the information on this page, and if an error seems critical either

export your .pst again or contact us at support@mxtoolbox.com for more details. If you need more
AYF2NXYEFGA2Yy Of A0l G4KS [ 23 CAf S o dziMparyWizargy R a St
until you reviewed the log. Once the Wizard is closed, the log file is no longer available.

b2GSY LT @2dz FAYR GKIFIG @2dz ySSR (2 NBNHzy G(GKS LR
LINBOA2dzaft e AYLRNISR AdSYshthat hebsage&ahd dontach thaihave LJG A 2 y 2

been imported are not imported again.

Note: If you want to import more than onepst file into your mailbox, run the import program

once for each .pst file. When additional .pst files are imported, that data is mergeth the
previously imported data. Your Inbox folder will contain all the items from all .pst folders that you
imported.

After you enter this information, the Wizard imports your files to your Zimbra account.

Note: The following Outlook types are not imported:

w b2iSa

w CFafla

w wdz S& FyR FfSNIa

w CAfS&a &2dz YIé& KI @S ONBFEGSR Ay hdzif 221

Please let us know if you need anything else by emailing us at support@mxtoolbox.com. Also you can
always open up a Service Ticket on the web by visiting: http://mxtoolbox.com/support.aspx.
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