
 
 

 

Google Applications Email Migration  
 

Purpose 

These instructions provide screenshots of the email migration process once you have access to 

your Google Apps account. The process is very quick and easy. You will be asked to enter 

your user name and password during the request process, please use your day to day user 

name and password that provides you with access to University IT systems such as webmail.  

 

Once you have access to your new Google Apps account, you may request migration of 

existing emails if that is required. Locate the Welcome to your new Google Applications 

account email and open the mail. 

 

Click the migration request link to proceed. 

 
Figure 1 The Welcome email provides you with important information and resources 



 
 

 

The email and contact migration login screen appears, for security reasons you will be asked 

for your username and password again. 

 

Enter your details in the appropriate field and click Continue  

 
Figure 2 Username and Password details 

 

Tick the appropriate options (email, contacts or both) and click Migrate Me! 

 
Figure 3 Migration request form 



 
 

 

A confirmation page will appear with the details of your request, you can close the window 

and return to your Google Apps interface.  

 
Figure 4 Confirmation of the request 

 

 
Figure 1 Email to your Google Apps account 

A confirmation email sent to your Google Apps account provides you with a link to check the 

progress of your request. It may take up to 5 days to complete a migration request depending 

on demand and the size of your mailbox so we ask you to be patient. Migrated emails will 

appear in your Google Apps account with a Migrated label, and the folder structure that you 

had in webmail will be converted to labels. 


