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End to End Migration Process

Description
The procedure in this document illustrates the step-by-step process for configuring a Lotus Notes client to utilize 
a mail file in a hybrid, LotusLive Notes cloud environment.

Purpose
The purpose of this document is to assist end users with the process of migrating from their on premise, Domino 
mail server to their LotusLive Notes server in the cloud.

Preface
At this point a static replica of your mail file should already be in place on your LotusLive Notes mail server and 
you should have a Lotus Notes client installed.
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Before Migration

LotusLive Subscription Email

Before any steps are performed you should have received a notification welcoming you to LotusLive (Ill.1.0).  This 
email indicates that you have been provisioned into the LotusLive service.  A second email will follow that 
contains instructions on how to configure your Notes client to access the LotusLive Notes environment.

Illustration 1.0 – Notification email
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The second email will be entitled, “Welcome to LotusLive”.  Your name will appear as the sender of this email (Ill. 
2.1).  This email will contain your temporary password (Ill. 2.2).  If you are an existing LotusLive user you will need 
to use your current LotusLive password.  After opening this email click on the IBM LotusLive link which will take 
you to the LotusLive login page (Ill. 2.2).

Illustration 2.1 – Second Email – Inbox View

Illustration 2.2 – Second Email – Contents
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Logging In

Initial Log In

Now log in to LotusLive by entering your internet address and the temporary LotusLive password that was 
provided in the “Welcome to LotusLive” email, then click Log In (Ill. 3.0).

Illustration 3.0 – Initial Log In
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When you see the screen below your initial login is processing (Ill. 3.1).  Please ensure that you do not close this 
page until the process has completed.

Illustration 3.1 – Waiting to Process Login

Caution: If you close this page prematurely you may have to restart the configuration process from the 
beginning.
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Logging In

Password Change

If you were not an existing LotusLive user you will need to change your temporary password.  To do so enter 
your temporary password, enter a new password, re-enter your new password, then click Continue (Ill. 4.0).

Illustration 4.0 – Create a New Password

Note: Passwords must conform to the following rules:

• The minimum password length must be 8 characters.
• Password must contain at least one non-alphabetic character and at least 4 alphabetic characters.
• Password cannot contain three or more repeated characters
• Password cannot match any of the previous 8 passwords.
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Logging In

Accepting the Terms of Use

On this page you will verify your account and subscription information (Ill. 5.0).  If you agree with the terms of use 
check the “I accept the terms of use” check box and then click Submit to continue.

Illustration 5.0 – Accepting the Terms of Use

Link: IBM SaaS Terms of Use
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Configuring LotusLive Notes

Downloading the Setup File

After clicking Submit you will be directed to your dashboard.  From here, go to Apps, and then Downloads (Ill. 6.0). 
If you already have a Lotus Notes client you may click “Download the setup file” when prompted (Ill. 6.1).

Illustration 6.0 – Dashboard

Illustration 6.1 – Download the Setup File
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Configuring LotusLive Notes

Client or Web Options

Now select if you would like to access your LotusLive Notes mail file using your Notes client or the web interface 
(Ill. 6.2).  For this procedure we will select the Lotus Notes Client option.

Illustration 6.2 – How would you like to use LotusLive Notes?

Note: You can still access your mail file via the web interface even if you select the Lotus Notes Client option by 
going to www.lotuslive.com, entering your internet address and LotusLive password.

11

http://www.lotuslive.com/


Configuring LotusLive Notes

Lotus Notes Client Configuration Tool

You will now be prompted to download the Lotus Notes Client Configuration Tool (Ill. 6.3).  Please ensure that any 
pop-up blockers are disabled before attempting this download.  The Lotus Notes Client Configuration Tool 
automatically creates a new Location Document in your Notes client with the information needed to connect to 
your LotusLive Notes mail server.  It also places your LotusLive Notes user id in your data directory.

Illustration 6.3 – Download the Lotus Notes Client Configuration Tool
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You will then be prompted to read and accept the Software License Agreement for the Lotus Notes Client 
Configuration Tool (Ill. 6.4).

Illustration 6.4 – SLA
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Now download the Lotus Notes Client Configuration Tool, also known as config.nsf, by clicking the Open button 
(Ill. 6.5).  Saving config.nsf is not necessary.

Illustration 6.5 – Downloading config.nsf
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Configuring LotusLive Notes

Joining LotusLive Notes

After config.nsf runs and you restart Lotus Notes you will use the name and mail server in the the “Your Name” 
and “Your Mail Server Name” lines (Ill. 6.6) to log into LotusLive Notes.  Check this information for accuracy and 
then click Join LotusLive Notes.  If any of the information is incorrect select Cancel to exit the application without 
configuring your Notes client.  If you select Cancel you can start the process over.

Illustration 6.6 – Join LotusLive Notes

Note: Once you restart your Notes client you will be prompted to log on using your LotusLive Notes Location.  

Caution: Do not switch Locations during this log in.
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Configuring LotusLive Notes

Final Replication

At the replication dialog box click OK to perform a final replication (Ill. 7.0).  Remember that your mail file was 
migrated to the LotusLive Notes mail server and you have sent and received mail in your on-premise mail file 
since then.  This replication ensures that all new documents in your on-premise mail file get replicated to your 
mail file replica in the cloud.

Caution: Do not close your Notes client until this replication has completed (Ill. 7.1).

Illustration 7.0 – Final Replication

Illustration 7.1 – Finished Final Replication
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Configuring LotusLive Notes

Your New Location Document

At the bottom right corner of your Notes client you will see your new Location Document (Ill. 8.0).

Illustration 8.0 – Location Document
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Below is an example of what information is auto-populated in the Basics (Ill. 8.1), Servers (Ill. 8.2), Mail (Ill. 8.3) and 
Advanced (Ill. 8.4) tabs in your new Location Document that points to your cloud server.

Illustration 8.1 – Basics Tab

Illustration 8.2 – Servers Tab
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Illustration 8.3 – Mail Tab

Illustration 8.4 – Advanced – Basics Tabs
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