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Velocity Customers: Email Migration Checklist

PLEASE PRINT AND KEEP ONE COPY OF THIS CHECKLIST
FOR EACH EMAIL ADDRESS BEING MIGRATED. YOU WILL NEED THE COMPLETED
“BEFORE” CHECKLIST FOR YOUR OWN REFERENCE ON Tuesday, June 17, 2025.

You can find the PDF of the DETAILED MIGRATION DOCUMENT at
https://www.savemyservice.com/velocity-transition-checklist

Print the Detailed Migration Document as well and keep it handy.

BEFORE MIGRATION CHECKLIST

1) Email address being transferred:

2) Current password for email being transferred:
3) luse the following application(s) to check/retrieve my email (circle your answer(s)):
a) Webmail (do | visit a webpage in my internet browser to access my email account?)
b) Outlook
c) Thunderbird
d)
e)

Apple Mail
Other Mail Client:

If you don’t use Contacts with your email, or store them locally in your mail client, on your
computer, (Outlook, Thunderbird, etc) you are done with the Before Migration Checklist.
No need to read further. Please be prepared to follow the After Migration Checklist on
Tuesday, June 17" after 6am CDT.

CONTACTS -IF YOU DO USE CONTACTS AND STORE YOUR CONTACTS IN WEBMAIL,
YOU WILL NEED TO SAVE THEM BY DOWNLOADING THE CONTACTS FILE FROM
WEBMAIL (.VCF FILE).

1) Do | access my contacts in my email application (circle your answer)? YES NO

2) If you answered NO to question 1 - You don’t need to worry about contacts and
you are finished with the Before Migration Checklist.
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3) If you answered YES to question 1:

i) Loginto Webmail (https://webmail.usgo.net)
ii) Click on Address Book to open the Address Book:

{ﬁ‘ Mail E’Address Book Settings @Logout

Filter: [ Al v] far

B 7 oo 6 QB H

ROy

iii) Do | see contacts listed in the Contacts section? YES NO

‘ 4

b ity Contacts 1 to 1 of 1

iv) If NO —your contacts are located in your mail client and you don’t need to
download contacts from the server. You don’t need to worry about contacts
and you are finished with the Before Migration Checklist.

v) IfYES - you do see contacts listed in Webmail - and you want to keep those
contacts — you will need to visit the section titlted CONTACT DOWNLOAD
INSTRUCTIONS in the Detailed Migration Instructions (available on as a
download here-> https://www.savemyservice.com/Velocity-transition-
checklist)

vi) If you followed the download instructions, please WRITE DOWN the location on
your computer of the contacts.vcf file:

This so you remember where you downloaded the contacts file. You will use this
information to upload your contacts into your new webmail after migration.
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DO YOU HAVE YOUR VELOCITY EMAIL FORWARDED TO ANOTHER EMAIL ADDRESS?

1) Isthis address being FORWARDED to another address? YES NO
2) Ifyour answer is YES, please know that we ARE migrating all forwarding instructions
and you don’t need to do anything!

O
@ SET YOURSELF A REMINDER FOR JUNE 17th to complete the AFTER steps on this
checklist!

CONGRATULATIONS! YOU HAVE COMPLETED THE “BEFORE” CHECKLIST!

NOW, ON OR AFTER JUNE 17", 2025, AT 6AM CDT, FOLLOW THE
NEXT SET OF INSTRUCTIONS!

3|Page




Cs=-
lyService
COMPLETE ANY TIME AFTER 6/17/2025, 6AM CDT

AFTER MIGRATION CHECKLIST - YOUR’E NOW ON THE SAVEMYSERVICE PLATFORM!

1) Openyourinternet browser.

2) Even if you use a mail client (Outlook, Thunderbird, Apple Mail, etc.), you MUST
access your email account via Webmail in your internet browser for your first
use on the SaveMyService platform, https://webmail.usgo.net/ (We will be
using the exact same webmail address that you use today, however if you go to this
address before June 17", you will still be accessing your account on the Velocity
system)

3) Atthe Webmail screen, enter your email address in the Username field (from Before
instructions - question #1)
4) New Password!

a. We have created a new password for you. You won’t use the same password
you used when your email was with Velocity but it is very similar. We simply
used your old password to create your new one. Follow the steps below to
discover your new password.

b. Yourold password is? You wrote it down on page 1 in the “Before”
instructions:

c. Doesyour old password contain an underscore (“_")? YES NO
You won’t be able to use an underscore in your new password.

d. If your old password did NOT have an underscore in it, your new password
will be the same as the old, however it will have “Save@2” added in front of it.
(Quotation marks NOT included) Example:

i. Old password =IAmTheBe$t!
ii. New password = Save@2IAmTheBe$t!

e. Ifyourold password does have an underscore in it, the underscore has been
changed to a “*”. Your new password is your old password with “Save @2”
added in front of it (Quotation marks NOT included) AND any underscore is
replaced in your password by an “*”, Example:

i. Old password = Here_is_my_paS$Sword
ii. New Password = Save@2Here*is*my*paS$Sword

f. Your new password is now:

Save@2 (write your new
password here, based on the above instructions)

5) Enteryour NEW password in the Password field (answer to step 4f above)

6) Click on the Sign-in button.
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7) You will be prompted to answer password reset security questions. Use questions
that you can easily recall the answers.

Password Recovery Options

Hello! Before going on, we will need you to setup your secret questions, so
we can assist you in case of a password recovery process.

Please choose and answer at least 3 secret questions:

In what city or town does your nearest sibling live?

In what city or town does your nearest sibling live?

In what city or town does your nearest sibling live?

Add More Questions... Update Secret Questions

8) After completing the security questions, you will get a message letting you know that
process is complete. Good job! You can continue.
9) You may now receive a welcome message offering you a tour of the webmail
platform. Feel free to follow the application and take the tour.
10) Once in webmail and after you have answered the password reset challenge
questions, we suggest you change your password. To reset your password:
a. Click on the gearin the upper right corner of the screen.

c1e @

b. Click on Settings.

Connect your device
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c. Scrollto the bottom and click on the Change Password button.

a

Basic settings

Some settings (e.g. language and timezone) require a page reload or relogin to take effect. Reload page

Language
English (United States) v

Wednesday, 05/21/2025 12:43 PM  1,234.56
First day of the week: Sunday

More regional settings ...

Time zone

(-05:00) CDT America/Chicago v
Design

Default v

Refresh interval

5 minutes v

Default app after sign in

Mail v

Automatic opening of notification area
Show desktop notifications

Manage browser permissions now

Configure quick launchers ... My contact daa ... Change password ...

d. Follow the instructions on the change password screen. When you click on
“Change password and sign out” to complete the process, you will need to

sign-in again with your new password.

Change password

Your current password

[ |

New password

Repeat new password

If you change the password, you will be signed out.
Please ensure that everything is closed and saved.

Cancel Change password and sign out
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Congratulations, you are now accessing your previous email address via
Webmail in the SaveMyService platform.

We recommend bookmarking Webmail in your browser, if you haven’t already, for
easy access in the future. Refer to the Browser Bookmark Links in the Detailed
Migration Instructions if you are unsure how to bookmark a site.

STRONGLY RECOMMENDED: UPDATE YOUR CONTACT INFORMATION
Now that you have access to your email through the Webmail interface, you may

need to update your contact information. When you compose an email, you can see
how the recipient will see your email address:

Compose - R
From Firstname Lastname <scott.ross@nts-online.net> cc BoT
To D
Reply to B

Subject

Itis possible your first and last names are not yet in your contact information and
your email looks like it comes from Firstname Lastname.

To update your personal information, look in the top right corner of Webmail and

click on the circle with two letters in it.

z 20 @

View ¥

7|Page



SaveMyService

Hosting

Now choose the “Edit personal data” item:

| Lastname, Firstname
/ scott.ross@nts-online.net

Edit personal data

Sign out

Now you can update the information you want.

My contact data —ai 3

Click to add Lastname, Firsthame

photo

SaveMyService

First name Firstname
Last name Lastname

@ Add personal info =

Company SaveMyService
Department

@ Add business info ¥

Email 1 scott.ross@nts-online.net
Cell phone

o Add email, phone, fax *

0 Add postal address ¥ -

If you only use webmail for email messaging and did not download your contacts file,
you are finished.
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| DOWNLOADED MY CONTACTS SO | CAN KEEP THEM. WHAT DO | DO NOW?

If you downloaded your contacts to a contacts.vcf file in the BEFORE migration
steps, you would want to import them into the new Webmail platform. Please refer
to the CONTACT IMPORT INSTRUCTIONS section in the Detailed Migration
Instructions and follow the import steps.

If you only use webmail for email messaging and you’ve uploaded your contacts file,

you are finished.

BUT WAIT, | DON’T WANT TO USE WEBMAIL, | LIKE TO USE A MAIL CLIENT.

Follow these instructions to continue using your favorite email client (Outlook,
Thunderbird, Apple mail, etc), as you MAY need to change your password for it.

HOW DO | KNOW IF I NEED TO UPDATE MY PASSWORD IN MY MAIL CLIENT?

1. Openthe email client (Outlook, Thunderbird, Apple Mail, etc.) you usually use to

access your email account.
2. Didyour email client ask you for a password when it usually doesn’t? YES NO
a. IfNO, you’re already in and should be able to see your email!
b. If YES, enter your new password. If you didn’t reset your password, itis the
new password that starts with Save@2.....

If it doesn’t like your new password, you may need to update the password in your
actual email client - follow the “Mail Client Password Update” section in the Detailed

Migration Instructions.

After you have updated your password in your mail client, please close your mail
client and restart. You should now be able to send and receive email.

CONGRATULATIONS! YOU ARE DONE!
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