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Objective

¢ Understand how to Back up E-Mail from old server to new server

| Step 1

Logging in
1. Open Internet Explorer

2. Enter address bar as below details. When the log in dialog appears, you can log in to the
advanced Web Client (recommended).

Email @phuket.ksc.co.th enter https://mail.phuket.ksc.co.th

3. You will be prompt for username and password. Your e-mail account normally will be your
first name and following with first letter of last name as example below

Example
User Name : test@phuket.ksc.co.th
Email address : test@phuket.ksc.co.th

Enter New username  : test@phuket.ksc.co.th (same as email address)
Enter Default password : xxxxxx (You can login by own password)
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~Zimbra

Collaboration Suite

Username: |test@phuket.ksc.cn.ﬂ'| |

Password: |--u-- |

[] Remember me on this computer

Which version would you like to use? | Default bt |'l.'.-‘het'5 This?

Zimbrz i: the leader in open source messaging and collsboration 1 Zimbra Blog Fimbra Wik

Copyright £ 2005-2009 Zimbea, Inc, Zimbra' and the Zimbra logos are rademarks of Zimbra, Inc.

18/72 Vichit Road T. Vichit, Muang Phuket 83000
Tel (076) 304090, Fax(076) 304095

URL: expressdata.co.th E-Mail : tech@expressdata.co.th
2 0of 7



ExpressbData

Procedure
Reference No

Apply To @phuket.ksc.co.th

Back Up E-Mail from Old server to New Server (Zimbra Server)
| Launched Date | November 21, 2011

Remark

To reduce the use of paper, please do not print it out

| Step 2

Back Up E-Mail

1. Go to menu = Preference

/2 Zimbra: Preferences: General - Windows Internet Explorer

S = T
@.k- 4w |EZ hitps:ffmail phuket ksc.co.thfzimbr af#2 [ certicate Error ||| % | [loLie oo |[2]-
Fle Edt Wiew Favorites Tools Help
2 = = »
<p Favorites | 57 Zimbra: Preferences: General fijpHome = ) rests [ Read Mal g Print v Page~ Safety - Tools ~ (@ Hep -
- ] T ¥ | Standard version Offine version
Zimbra [searcn [AEmai v | search | @Fiocal|| save | Acvanced [ Search the Web... !
] = (@ Help ] Log Out
[AMail | L, AddressBook | [ Calendar | [£] Tasks | {_[|Documents [ Briefease
[H save = cancel
Genersl | Mal | Composng | Signatres | AddressBook | Accounts | MailFiters | Calendsr | Import/Export | Shortauts

Undo Changes

Login using: (%) Advanced (Ajax)
(O Standard (HTML)
Theme: Beach =
Language: == English (United States)
Default Timezone: GMT -08:00 US/Canada Pacific »

e byl ‘

18/72 Vichit Road T. Vichit, Muang Phuket 83000
Tel (076) 304090, Fax(076) 304095
URL: expressdata.co.th E-Mail : tech@expressdata.co.th

3of7




ExpressbData

Procedure Back Up E-Mail from Old server to New Server (Zimbra Server)

Reference No | Launched Date | November 21, 2011
Apply To @phuket.ksc.co.th

Remark To reduce the use of paper, please do not print it out

2. Go to menu = Account

{2 Zimbra: Preferences: Accounts - Windows Internet Explorer

EEX

S = T
@.k- 4o |EZ hitps:ffmail phuket ksc.co.thfzimbr af#2 [ certicate Error ||| % | [loLie oo |[2]-
Fle Edt WView Favorites Tools Help
2 = = »
< Favorites | 57 Zimbra: Preferences: Accounts T Home ~ [ s [ ReadMsl @k Frit ~ Page~ Safety - Tools ~ (@ Help
- ' —a J|| Standard version ~ Offine version
Zimbra [ zearcn [AEmal v | search | @Flocal|| save | Advanced [Search the weh... 5]
= (@) Help [ Log Out
[AMal | f, AddressBook | [ Calendar | [] Tasks  {_[Documents [ Briefease | [ Preferences
[ save % cancel
General | Mal | Composng | Signatures | AddressBook  Accounts | MailFiters | Cslendar | Import/Export | Shortauts o
Undo Changes
Account Name Status Emal Address | Tpe
Primary Account 0K ted@phuketksccath Primary
Dekete Add External Account || Add Persana

3. Select Button 2 Add External Account and enter your information at External Account
Settings.
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About Information.
- Enter Address : test@phuket.ksc.co.th
- Account Type : POP3
- User Name for Account : test
- Email Server : 203.155.110.36 (IP old Server)
- Password : xxxxxx (You can login by own password)
- Download messages to : Inbox
- Save

{2 Zimbra: Preferences: Accounts - Windows Internet Explorer

@.k- s © |EZ hitps:ffmail phuket ksc.co.thfzimbr af#2 v Certficate Error || | %] [l e searcn |[o]-
File Edt ‘View Favorites Tools Help
<y Favorltss | £7 Zimbra: Preferences: Accounts firHome ~ [ Feed: | ReadMal @=iPrint v Pags~ Safety - Took <+ @Hep v
& =z : Standard version Offiine version
Search [AEmal v | Search _"L:)G\| Save | Advanced ‘ Search the Web... ¥ ‘
Zimbra | (Lenal = | seen | @l ‘ S| G Groson
EAMail | A AddressBook | []Calendar | [E] Tasks | £ [|Documents | [ojBriefrase | [ | Preferences
Selete Button SAVE
General Mai Compasing Signatures Address Book Accounts Mail Filters Calendar Import / Export Shortcuts &
Undo Changes
Account Name Status Email Address ‘ Type
Primary Account oK test@phuket.ksc.co.th Primary
New External Account 1 OK test@phuket.ksc.co.th POP
Delete Add External Account | Add Persona
Email address: test @phuket.ksc.co.th
_————
Account Name: !NEW External Account 1
Account type: (&) POP3 () IMAP
Username of Account: [test Bohuket ksc.co.th
Email Server: |
PresrriceE | == ssssa ] | [7 show password
Advanced Settings: [ | Change POF port | 110 1 the defalt)
— v
< | B
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4. Click Save for Test Settings, After Than click OK.

2 Zimbra: Preferences: Accounts - Windows Internet Explorer

@,K_ = |02 hitps:fimeail phuket ks co.thizimbraj#2

v [ certiicate Error ||+ || X | [ Ui search |[2]-
File Edt View Favorites Tools Help

Sip Favorites

5Z Zimbra: Preferences: Accounts

fjpHome = F) | Read Mal g8 Prink

Zimbra [== [CdEmel v| search || tocal] | save | Acvenced ‘ [Search the web...
[AMal | K, AddressBook | [ Calendar | [£] Tasks | £_]|Documents
[ save % cancel

v Page - Safety - Tooks - (@) Help - b

oS! H Standard version  Offine version

(@ nelp 4 Log Out

[ Briefease | [i] Preferences

General | Mal | Composng | Signatres | AddressBook  Accounts | MailFiters | Calendar

Import [Export | Shorteuts

~
Undo Changes
Account Name Status ‘ Email Address ‘ Type
Primary Account oK test@phuket ksc.co.th Primary
New External Account 1 oK test@phuketksc.co.th POP
Delete Add External Account | Add Persona
Email address: [test@phuket ksc.co.th
T ———————
Account Hame: |New External Account 1 Account Status
New External Account 1 Success.
Account type: () POP3 () IMAP
P ok | cance
Username of Account: | test @phuket.ksc.co. th —t
Email Server: | 20. 36
Password: |#+sesss [] Show password
Advanced Settings: [ ] Change POP part . (110 s the default)
— v
< |
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5. Click button = Get Mail

{2 Zimbra: Inbox - Windows Internet Explorer
@@ v [0Z hitps:/imail. phuket. ksc.co,thizimbra#3 [l cortiicate Ervor | F5 | [0

File Edit Wisw Favorites Tools  Help

fi - B & [ G

Search the Web.. &l | Standard version  Offi
l (&) Help £7 ]

& & |EZambeiibe

Zimbra [+~

oe,7"@1’1"'1"5”‘“'"'"" (Ml fh AddressBook | [ Calendar  [] Tereeerm

L3 New Folder [gNew ¥ | [fGetmal | [ Delete ¥ (50| i Reply ZiReplytoAl (5 Foward | Lgiunk | [} v | T | (iview +

,"E':‘?BE"S, Fi b‘F‘!‘DJ’%‘ From |§’|5ub]act |Folder ‘S\ze | Rec
= Inbox Sl L i i !
5 sent
E> Drafts No results found.
Eg unk
I Trash

_ b

B dloues

Loqging out

To prevent others from logging in to your email account, you should always use the Log Out link,
located in the upper right of the Web Mail page to close your session.
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