Migrating Eudora Mail to an Entourage 2004 Exchange Client
Please read this overview before following the steps described in the body of the document.

This document tells you how to migrate your mail and contacts from Eudora 6.x to Microsoft Entourage 2004.
The process described in this document imports your current Eudora mail to Personal Folders in Entourage.
You do not need to create the Personal Folder. It will be automatically created by Entourage. These Personal
Folders live on your local machine, where you will be able to browse and search them using Entourage 2004.
The location of the file can be found in Documents > Microsoft User Data > Office 2004 > Identities >
Exchange (Account Name) > Database.

This process will transfer your mail, mailboxes, address book, signature and mail server configuration. It will
not import filters from Eudora. Also, any e-mails that contain embedded HTML code will not migrate over to
Entourage 2004.

NOTE: It is possible that customizations to this image may result in slight differences in sequence or popup
dialogs. In case of any difficulty, contact your department’s PC Coordinator for help.

Migrate from Mac Eudora to Mac Entourage OS X

Step 1. Launch ENTOURAGE and go to File > Import...

< Nald Import

Begin Import N

What would you like to do?

_ Impart information from an Entourage archive
"'E‘ Impaort information from a program

7 Import infarmation from a text file

" Import holidays

Click the right arrow to continue.

:l.;b-
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Step 2. Select Qualcomm Eudora (4.0 or higher).

AOO Import

Choose a Program @
[=]

Which program would you like to import infomation fram?

: Microsoft Entourage X | Now Contact

s

=
: Microsoft Entourage 2001 : Now Up-To-Date
e

: Qutlook Express 5 ) Claris Organizer
@ Qualcomm Eudora (4.0 or higher)

: Apple Mail

: Metscape Communicator (4.6x - 4.8 only}

: Claris Emailer (2.0v3 only)

Step 3. Leave the default items selected to import Messages, Contacts, Accounts, Rules, and Signatures from
Eudora. Deselect any item you do not want to import.

AROO Import

Ready to Import @
s

Click the itemns you want to import.

@ Messages
@ Contacts
E Accounts

@ Rules

ESignatures

Click the right arrow to continue.
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Step 4. Select Eudora Folder. This can be found under Documents > Eudora Folder

you have selected the Eudora folder.

NN

Please select “Eudora Folder”™:

o

| Eudora Folder

Q search

@ Natwork

| Macintosh HD
,_; Adium X 0.88
__ Eudora6.2.3

 Adium X 0.89

(A Desktop

@ larrylee

JA. Applications
|9 Documents
i Movies

& Music

[} Pictures

(_New Folder )

I» 1

[ cell.xls
S condo.xl

J ¥ Eudora Folder |

Pur

ckey
= Microso...ser Data » ||
 Office Projects (3

QOutline.doc
[ Paim

| Ad Folder !

|| [ Attachm_ ts Folderp

Delivery Folder I
| Eudora Items I
Eudora Log

i
|
[ Cache Folder I
|
[

Histary List
[ IMAP Folder > la
~ Larry.mit v

4 Link History I
LR S

E_' Cancel ‘_.I

2

. Click on Choose once

Step 5. A window will popup requesting Password for the imported account. Select Cancel to proceed.

Enter account ID and password

Enter the password for the account "«Dominant»"

Account |D:

Password:

'__: Save password

lalee

[ Cancel )

OK

Step 6. Click on Finish and the import is complete.

ﬂ .’_\. .'_I‘.

Import

Ready to Go!

(8]

Entourage has finished importing data from your current program.
To start using Entourage, click Finish.

415 [p
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Step 7. You can find your imported messages under Eudora Import. You will also find your imported contacts
in the Address Book along with your existing contacts.

r
866
A (= 4
= ] t
[ il B Eudora |
Mail Address  Calendar Arrange
Book
....... , == ‘ o ‘ There
Notes Tasks Project

Center

41l Hide Folders

¥ i, Folders on My Computer
Inbox (1)

Drafts

Outbox

Sent Items

Deleted Items

Junk E-mall

B &G DL e

Eudora Import
=l In
) Junk
e Out
| Trash (1)
4 «Deminants
;’. Microsoft News Server
B O Mall Views

Step 8. The import is complete. We recommend you delete the <<Dominant>> IMAP account created by the

import. Go to Entourage > Account Settings... Select <<Dominant>> (IMAP) and click on Delete.

66 Accounts
m N =
25 New _01_:. Edit [ Delete Ej Make Default

{Maii | Mews  Directory Service = Exchange -

==
.. Untitled E-malil account (POF)

zDominants (IMAP)
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Emptying Deleted Items in Entourage

If you are using Entourage throughout the day to send and receive messages or update your calendar you may
want to clean up your space as you work.

T,

| -
| il |

| |
1) From the Navigation pane, select MAIL I ——

2)

In the Folder list, press [control] and click the DELETED ITEMS folder
A Quick menu appears, From the Quick menu, select ‘Empty '‘Deleted Items'

.' Entourage File Edit

View Message Format Tools Window Help #

w

ene Mail
# New ™ Reply Flag ~ &= Junk Send &
- ‘ = Hé x ' @
| :
o | 2 Deleted Items (
Mail  Address Calendar % bl % 1 @] From Subject Conversation
Book
”}‘MHIMHJ
Notes Tasks Project

Center
dlll Hide Folders

v hé' Folders on My Computer
Inbaox
Drafts
Outbox
Sent Items
Deleted Items
Junk E-mall
Calendar
Address Book
ris Shipley
Inbox
Drafts
Sent Items

S50E ¢ N EH G TEE e

Help

g E
® =
=]

-~ m

Open...

K& contat  pari Al as Read

== n |

Kd st abbly Junk E-mail Protection

| HelpR 7

. :g IR&'::] Categories
- Projects
Be Mac

» kg Public  New Folder...
| 2 G Mall Views

Find

Delete Folde

Empty 'Deleted Items'

>

Synchronize Now

Empty Cache

Sharing

Folder Properties
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3) A confirmation dialog box appears, Click EMPTY. Note: You may want to select the option “Don’t

show this message again”, once selected, when emptying your “deleted items” folder this dialogue box will
disappear.

Are you sure you want to empty the 'Deleted
Items' folder?
‘ Eng

Entourage will permanently delete all messages and
subfolders in the folder.

! Don't show this message again

. Cancel
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Entourage 2004 - Archiving Information
About Archiving

You can export items such as mail messages, tasks, contacts, notes, and calendar events from Entourage into an
archive file (.rge extension). This allows you to store information in another location and remove it from
Entourage or to make a back up of your Entourage information without removing it.

Important: When making back ups and archives, keep the following in mind:

CANNOT be exported.

exported if it has been downloaded from the mail server.

Archive or Back up Entourage information

Groups, notes with multimedia elements and category information for all items except contacts
When exporting messages stored on a mail server, the entire contents of the message can only be

Even if you delete items after exporting, messages stored on the mail server will NOT be deleted.

i Entourage BFlZN Edit View Message Foi
r . .
1. Empty all Deleted Items folders to ene . Project Gallery... T3P |
avoid getting items you do not want. — = N = §
CLICK HERE =it WP ew |
( ) S5 | 5 Open... %0 |
“ial :-Mdm, Open Other User's Folder... _
Book Close W -
2. On the File menu, click Export. / B save =
e I - Save As.
Notes  Taskd  Save As Custom View...
| save As Web Paae...
4lll Hide Folders '_I'_FL"' b Page .
= neve
¥ Loy Folders on My |
&, Inbox Import...
ke orafs
r_i—, Outho
& sent Itemd Share a Project...
(5 peleted 1y Subscribe to a Project...
Eﬁ Junk E-ma
Bg] Catendar Page Setup...
55 Address Bi Print One Copy 3P
v ﬂ Ehns Shipley Print... P
W tnbox ?

Page- 7 -



3) Click Export items to an Entourage archive and select the items that you want to include.

Under Archive the following item types, select the types of items that you want to include and
then click the right arrow to continue. Click right arrow to continue

r

a8ann Export i

Q

Export

What would you like to export?

: Local contacts to a list (tab-delimited text)
E’l Items to an Entourage archive
ltems that a the eCt
: [tems that are in the categary:
) Al items

Archive the following item types:

E il @ Local Contacts E Local Calendar Events
@Tasks [21 Motes Project |

Mote: You can alse export Entourage items by dragging them to the

Deskrtop.
|

4) Choose whether or not you want to delete the items that you are exporting and then click the
right arrow to continue.

To continue, click the right arrow.

r

8nn Export 1

Delete Archived ltems? @

Do you want to delete items from Entourage after they are
successfully archived? If you are backing up a completed project and

no longer need immediate access to the items, you may want to
delete them from Entourage.

@ Mo, keep the items in Entourage after they are archived

: Yes, delete items from Entourage after they are archived

v Do nat d

To continue, click the right arrow.

BED)
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5) Enter a name, default is Main ldentity.rge, however you may enter anything for the filename, for
the archive file and a location (ex: Desktop) to store it and then click Save. Note: Click the blue
arrow to the right of the filename field to extend to column view, as seen below.

=W o 6 Save H

% Network F
s : -
__; Macintosh HD

@ shipster

/A Applications

% Documents

[y Movies

& Music

" Pictures
Utilities L

I a
L

(" New Folder ) " Cancel ‘

6) Once complete you will receive confirmation that the export has finished.
Select Done.

a8ann Export
Export Completed

@

Entourape has finished export ng your data.
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Restore Entourage information from exported archive file (.rge)

1) On the File menu, click Import.

r

é Entourage
066

Maotes Tas

dlll Hide Folders

ZIEN Edit View Message Format
Project Gallery... {+3EP Mail
.

New > [@ W

Open Message #0

Close i
fived  MNew
kb il

S5ave 35

Save As... L

Save As Custom View...

S5ave As Web Page... 1 stake

Revert ks

and Blackk

Inbox (I
Drafts
Outbox
Sent Iten
Deleted 1
‘A Junk E-m
v E Exchange

> “ Inbox

&/ & EE» i fe

Fﬁ Drafts (1

’ Iu:.l Jim Powell
fovnnet FOAMA Micracnft Sa

Export...

5hare a Project...
Subscribe to a Project...

Page Setup...
Print One Copy P
Print... #P

I«'@ Sent Items (3)

ke

st and Blackk

L and Blackk
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Click Import information from an Entourage archive and then click the right arrow to continue.

8 Dy |”-|:||.'_|r'|_

di Lk s

3) Locate the .rge folder that you want to import and then click Import. In this example, in step #5
under archiving (CLICK HERE), the file was exported to the Desktop. Once the .rge file is selected,

click Import.
rﬁ e Import

Choose the Entourage archive you want to import:

(4 |»] réiﬂi&] ' [ Desktop F"H (Q search

% Network B Main identity.rge [N

_3 Macintosh HD
#h HOMES

C N
T shipster | '

A Applications
'y Documents
ﬁ Mowvies Name Main

& Music Identity.rge
~ Pictures Size: 3.5MR
== I Kind Microsoft |,
| Urtilities e

[ Mew Folder | ( Cancel )
-
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5) Once complete you will receive confirmation that the export has finished.

Select Done.

reﬁﬁ

Import

Import Completed

Entourage has finished impaorting your data.

@

5) Once complete you will see the imported folder in
your personal archive folder (Folders on My Computer),

see screen shot to the right.

Done
413 |p

-_—

)| |E

Addresz  Calendar

Book

g =1

Motes Tasks Project

Center

4lll Hide Folders

v I’él Folders on My Computer
g:l Inbox

ﬂj Drafts

4
g Outbox

@ Sent Items
L Deleted ltems

[£5] Address Book
¥ E Chris Shipley
kel Inbox
Drafts
Sent Items

& hE

Deleted Items
||@ Junk E-mall

f&= calendar

I@ Cantacts
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