Instructions for switching from your @library.berkeley.edu account to @berkeley.edu account

What will change

If you wish to stop using your @library.berkeley.edu email address and start using your @berkeley.edu email address there are two steps that should be completed, changing your default "send as" email address and adjusting your listserv subscriptions to accept email from @library.berkeley.edu.  You may have subscribed to many listservs over the years with your @library.berkeley.edu address.  This documentation simply tells you how to adjust your UC Berkeley lists but similar processes should be available for your other listservs.  

What will not change:

Everyone who has an @library.berkeley.edu email address will continue to receive mail at that address.  The change we are implementing is simply changing system settings so you no longer send mail using your @library.berkeley.edu account.  No account logins, bConnected calendar or sharing issues are impacted.  
The first step is to change your official email in the campus directory

1. Go to https://calnet.berkeley.edu/directory/update/index.pl

2. Edit your personal and address information to use your @berkeley.edu email address

Second, update your listserv subscriptions - The instructions below are for UCB listservs only.  
3. Change how you are subscribed to your UC Berkeley Listservs

a. Navigate to https://calmail.berkeley.edu/manage/list/mylists
b. Login with your CalNet Credentials

c. Survey the list for subscriptions with @library.berkeley.edu

d. Click on the listserv subscription you want to change

e. Edit your email address to your @berkeley.edu account[image: image1.png]You can also optionally set or change your real name (i.e. John Smith).
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f. Click submit changes

g. For each listserv you change you will get a confirmation email.  Follow the confirmation link!

h. NOTE:  If you are the list manager, be sure to change your list management email address as well.

i. NOTE2:  If you are already subscribed to the list using your other email address (e.g. @library.berkeley.edu and @berkeley.edu), you can simply unsubscribe from the @library.berkeley.edu address.

j. NOTE3:  There are some lists that will unsubscribe you when you attempt to change your email address.  Pay attention to the message you receive and act accordingly!

Once you have updated your subscriptions you are ready to change how you send mail
4. Change how you send email 
a. Login to bmail (http://bmail.berkeley.edu)

b. Click on the gearbox and choose settings[image: image2.png]1 0f 1,836 > o 22

Display density:
Comfortable
Cozy

v* Compact

Configure inbox

Settings
Themes
Help




c. Click on accounts and import

d. For your @berkeley.edu email address click on edit info[image: image3.png]Google Account settings

Change your password and security options, and access other Google services.

Erik Mitchell <emitchell@berkeley.edu>

Erik T. Mitchell <emitchel@library.berkeley.edu>
Reply-to address: emitchel@library.berkeley.edu

Add another email address you own

When replying to a message:
Reply from the same address the message was sent to

» Always reply from default address (currently emitchell@berkeley.edu)
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e. Change your reply-to email address to be your @berkeley.edu address

f. Click save changes

g. Back on the accounts and import screen click "Make Default" for your @berkeley.edu account

h. Return to your mailbox and compose a message.  You should see that your @berkeley.edu account is the default from but that @library.berkeley.edu is still an option

i. At this point, deleting @library.berkeley.edu completely is not recommended.
Optional:  Creating a new alias for your email. 
 If you have an odd @berkeley.edu email account (e.g. baybridgerocker@berkeley.edu) you can now create an alias that is in line with library email conventions (e.g. the first letter of your first name and your entire last name - emitchell).

5. Setup an alias

a. Go to https://calmail.berkeley.edu

b. Login with your CalNet ID

c. Click on "Manage your account"

d. Select your @berkeley.edu email address

e. Click on "Aliases"[image: image4.png]21 1O 2 Lalifiall nuoitic = Falldyc TOul ALLOUNIL =& Allasts

Aliasec= foremitchell@berkeley.edu

You will not be able to delete or change this alias once it is created. Be careful which names you choose for your aliases.

Logged in as: Aliases allow you to use additional addresses for your CalMail account. For example, if Oski Bear's account is oski@berkeley.edu, he could set up an alias oski_bear so that
Mitchell, Erik T. any mail sent to oski_bear@berkeley.edu would also be delivered to his account. An alias name is always added to CalMail in lowercase letters and case is ignored so that

mail addressed to Oski_Bear or OSKI_BEAR will be successfully delivered to oski_bear.
CalNet Logout

Navigation An alias can be 2-50 characters and contain letters, numbers, dashes, periods and underscores.
Manage Your Account You can have a maximum of three aliases for your account.
emitchell@berkeley.edu You already have the following aliases:
» Aliases
bMail Authorization e erik
Contact Display Create Alias
Forwarding Alias
Spam Settings
Vacation Message
Create Alias

Manage Your Mailing Lists

These subdomain addresses are also associated with your account:
e emitchel@library.berkeley.edu

If you there are less than 4 addresses for your subdomain account, you can create more aliases by going to Manage Your Account and selecting your subdomain
account.




f. Create an Alias matching the library naming convention or something to your liking.

g. Warning - aliases cannot be modified or deleted once created but they are additive (e.g. your old @berkeley.edu email address will always also work)
h. Note:  Alias creation can take a while to work.  It took approximately an hour for a new alias to work for me.
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