
 

Post-migration Checklist 

Overview 

This document provides guidance on some of the actions you may want to perform, depending on 

how you previously used GroupWise, and how you would like to use your new Google Apps account.  

After migrating to Google Apps for Education 

� Install Firefox 17.0 (Windows users only). If you are using a University Windows PC, 

Firefox is the recommended browser for use with Google Apps. To install Firefox, click on 

‘Start’, ‘General Applications’, ‘Internet’, and finally select ‘Firefox 17.0’. 

� Install Affixa (Windows users only): Affixa is a tool that enables you to generate emails 

from applications such as Microsoft Word or the Electronic Document Management 

(EDM) system which are then sent from Google Apps. For instructions on how to install 

Affixa, see Appendix A.  

� Migrate your GroupWise archive to Google Apps. Your GroupWise archive will not yet 

have been migrated to your Google Apps account. If you would like emails in your 

GroupWise archive to be migrated to Google Apps, follow the instructions at 

sites.port.ac.uk/gappshelp/gday#archive 

� Re-create your email signature. Signatures cannot automatically be migrated to Google 

Apps. Instructions on how to recreate your signature can be found in Appendix B. 

� Setup delegate (proxy) access to your account. Delegate access in Google Apps is 

the same as proxy access in GroupWise. If you wish to share your Mail account with a 

colleague, follow the instructions provided in Appendix C. 

� Share required distribution lists. Shared distribution lists within GroupWise will have 

migrated to Contact Groups within Google Apps, however they will no longer be shared 

with colleagues. To convert these into Google Groups which can then be shared, follow 

the instructions at sites.port.ac.uk/gappshelp/learn#specialist 

� Install Google Talk (Windows users only). Google Talk is a desktop instant messenger 

client that can be used to communicate with colleagues, in addition to the Google Chat 

application that is available online. If you would like to install Google Talk, see the 

instructions provided in Appendix D. 

� Decide how to handle shared folders. Folders shared with other users in GroupWise 

will have been migrated to Google Apps, however they will no longer be shared. For 

options on how to re-share this information, see Appendix E. 

� Recreate email templates. Within Google Apps mail, click ‘Compose’, and create your 

template email. Once you have created your email template, click ‘Canned responses’ 

(you may need to click on the drop-down arrow in the bottom-right of the screen) then 

‘New canned response...’. Enter a name for your template, and click ‘OK’. Repeat this 

process for each required template. 

Complete? 



� Recreate rules as ‘filters’. GroupWise rules cannot be automatically been migrated to 

Google Apps Mail. To recreate them as filters, see the instructions in Appendix F. 

� Apply colour codes to labels (folders). Your GroupWise folder structure will have 

automatically been migrated to Google Apps. To apply a colour to a label, hover over the 

desired label, click the drop-down arrow that appears to the right, and choose a colour 

scheme. 

� Setup your task list: If you used the Tasks facility in GroupWise and would like to 

recreate this in Google Apps, click the drop-down arrow next to ‘Mail’ in the top-left corner 

of your mailbox, and select ‘Tasks’. Begin entering your tasks, and click the arrow to the 

right to enter detailed information such as due dates. 

� Choose a theme: Themes provide a way to customise the colours used within your 

Google Apps mailbox view. To change your theme, click the gear icon above your inbox, 

click ‘Themes’, and select your preferred theme.  

Important  - Calendar Migration Information 

As a result of the migration process, appointments that have been migrated from GroupWise into 

Google Calendar will show all recipients as having accepted. This means whoever created the 

appointment will see that all invitees have accepted the appointment, even if it had previously been 

declined or left unanswered within GroupWise. 

 

To help staff validate their calendar data, GroupWise will still be available on a ‘read-only’ basis until 

18
th
 January 2013. No emails will be sent from or received into GroupWise, but staff will be able to 

access the application to view whether appointments booked before 17
th
 December have been 

accepted or declined. 

 

Please note that this does not apply to any new appointments that are created within Google 

Calendar on or after 17
th
 December.  

More information 

Google Apps user guides, training resources and more can be found online at 

sites.port.ac.uk/gappshelp 

 

General IT help and advice and be found at www.port.ac.uk/ithelp 

 

Alternatively, please contact the Service Desk on ext. 7777 or by emailing servicedesk@port.ac.uk. 

  



Appendix A – Installing Affixa 

Please note Affixa is only available for Windows. 

1. Open the start menu. Within the Windows start menu select ‘Utilities’, then ‘Affixa’, and click 

on ‘Affixa Install’. 

2. Install Affixa. A ‘Distributing Application’ window will now appear as Affixa is installed. This 

process may take a couple of minutes. An ‘Auto-start’ window may appear when complete; if 

so, select the ‘Start the Affixa tray application with Windows’ checkbox, and click ‘OK’. 

 

3. Select your email account. The first time you attempt to send a document via email (from an 

application such as the EDM, or Microsoft Word) you will be prompted to enter your Username. 

Enter your full University of Portsmouth email address into this field, and then click ‘OK’. 

 

4. Enter your Google Apps credentials in to Affixa. A new login window will now open and you 

will be asked to sign in to your University of Portsmouth account. Enter your University of 

Portsmouth email address (note that ‘@port.ac.uk’ is already provided) and your standard 

network password, then click ‘Sign in’ (screenshot on following page). 



 

5. Email is created. Affixa will now open a new browser window, containing a new Google Apps 

email which includes the desired email attachment, ready to be sent. If you were not previously 

logged in to Google Apps, you will be asked to sign in again. Once you have logged in, your 

email – complete with attachment – can be found in your ‘Drafts’ label.  

 

  



Appendix B – Creating an email signature 

1. Open the general settings page. Within Google Apps Mail, click on the gear icon in the top-

right of the screen, and select ‘Settings’. 

 

2. Enter your signature. Scroll down to the ‘Signature’ section of the general settings page. If 

you have followed the instructions within the Pre-migration Checklist and are copying your 

signature from another location, right-click within the text box and click ‘paste’. Otherwise, re-

enter your signature within this text box. 

 

3. Save changes. When complete, scroll to the bottom of the page and click ‘Save Changes’. 

  



Appendix C – Setting up delegated access to your email 

1. Open the accounts settings page. Within Google Apps Mail, click on the gear icon and select 

‘Settigs’. Within the settings page, select the ‘Accounts’ tab, and then click ‘Add another 

account’. 

     

 

2. Select desired account. In the ‘Email address’ field, enter the full @port.ac.uk email address 

of the person you would like to grant access to your account, and click ‘Next Step’. On the 

following screen, click ‘Send email to grant access’ to send a confirmation email to nominated 

delegate. 

    



3. Accept access request. The colleague you have granted access to must now click the ‘accept 

this request’ link on the email they have received. A ‘Confirmation Success!’ message will be 

displayed when complete. 

 

4. Access account. Your colleague will now be able to access your account by clicking on their 

email address, displayed in the top-right of the screen when logged into Google Apps, and 

selecting your account. Note that it may take up to 30 minutes for access to be granted and for 

the desired account to appear within this list. 

 

  



Appendix D – Installing Google Talk 

1. Open the Start Menu.  Under the Start menu navigate to ‘General Applications’ > ‘Internet’ and 

click on ‘Google Talk’. Google Talk will now install on your machine. The install will now begin.   

 

2. Enter Login Credentials.  Once the install has completed the Google Talk login window will 

appear on screen.  Enter your full University email address and password, and click ‘Sign In’ to 

login to Google Talk. 

 

 
 

  



Appendix E – Options for shared folders 

Within Google Apps, it is not possible to share specific folders with other users. Three suggested 

options as to how to proceed within Google Apps are listed below: 

 

Option 1: Do not share the information. In some cases, it may be that shared folders were used a 

long time ago and do not need to be shared any longer. In these cases, no further action needs to be 

taken. 

 

Option 2: Save necessary information to a shared location. If shared folders within GroupWise 

are used to share information in a ‘passive’ way (i.e. action does not need to be taken against it) then 

it may be sufficient to save the desired information to a shared location such as the K: drive, or within 

the Electronic Document Management (EDM) system. 

 

Option 3: Share emails using a generic account. If shared folders within GroupWise are used in a 

more ‘active’ way (e.g. they are used to assign tasks to colleagues) it is recommended to setup a 

generic account, or use an existing one to handle the emails. Generic accounts can be accessed by 

multiple members of staff. 

 

To setup a new generic account, please contact the IS Service Desk. 

 

  



Appendix F – Recreating rules as filters 

1. Create filter conditions. Within Google Apps Mail, click on the drop-down arrow to the right of 

the search bar above your mailbox. Enter the criteria for the filter, and click ‘Create filter with 

this search’. In the example below, the filter will act on all emails that include the keyword 

‘EDUCAUSE’. 

 

2. Select filter actions. Enter the actions that the filter should carry out, and click ‘Create filter’ 

(screenshot on following page). If you would like to carry out the selected actions on any 

existing emails that match the criteria, select ‘Also apply this filter to ## matching conversations’ 

before clicking ‘Create filter’. 

In the example on the following page, the filter will apply the label ‘Educause’ to relevant 

emails, mark them as being read, and never highlight them as being important. 



 

3. Manage filters (optional). To view, edit or delete existing filters, click on the gear icon, and 

select ‘Settings’. Within the settings page, select the ‘Filters’ tab. This page shows all existing 

filters, and allows you to edit them, delete them, or create new filters. 

 

 


