
 

 

Step-by-step guide 

 

1. Open Gmail: https://mail.google.com/mail/u/0/#inbox 

2. Log in to the Gmail account you want to import emails into.  

2. Access Settings: Click the gear icon in the top right corner and select See all 
settings.  

3. Go to Accounts and Import: Navigate to the Accounts and Import tab.  

4. Start the import: Click Import mail and contacts.  

5. Enter your other email address: A pop-up window will appear. Enter the email 
address you want to import from and click Continue.  

6. Grant access: You may need to enter your password and grant Gmail permission to 
access your old account.  

7. Select what to import: Choose the data you want to import, such as mail and 
contacts.  

8. Start the import: Click Start import and then OK once the process is complete. The 
import may take some time depending on the number of emails.  
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Step-by-step guide 

 

To move your mail into iCloud online, you will need to manually move over your 
Burlington Telecom emails using the built in Mail app on your iOS or MacOS device. 

1. Go to the Settings app on your device. 

2. Go to Apps, and then look for Mail and select it. 

3. Select Mail Accounts, and then select Add Account. 

4. Select Other, then select Add Mail Account. 

5. A box will pop up for you to fill in your Burlington Telecom email information, 

6. Once you are done filling in the information, select Next. 

7. Another box will appear, and you will need to fill in the Incoming and Outgoing Mail 

Server information. That info can be found here: Email FAQ | Burlington Telecom 

under the How do I set up and configure my email? tab. 

8. When the information is filled in, select Done. The box will say verifying and this can 

take approximately 30-45 seconds to complete. 

9. After the verification, a box will pop up and you can select Save. 

10. Go back to the Mail app, and look for the Window Pane icon in the top left hand 

corner and select that. 

11. You will see all Mailboxes and notice an Inbox labeled Burlintontelecom. 

https://www.burlingtontelecom.com/support/email/


12. Select the Burlingtontelecom inbox, and you can now move your emails over to the 

iCloud inbox by selecting and dragging the messages over to your new mail 

account. 

 

 

Step-by-step migration with Easy Switch 

https://proton.me/support/easy-switch 

 

OR 

 

1. Log in to Proton Mail: Go to https://account.proton.me/login and sign in to your 
Proton account. 

2. Navigate to Easy Switch: Go to Settings > All settings > Import via Easy Switch. 

3. Select your provider: Choose the email service you are migrating from (e.g., Gmail, 
Outlook). 

4. Authenticate your old account: Log in to your old email account when prompted 
and grant Proton access to your data. 

5. Customize the import: Select which items you want to import, such as emails, 
calendars, and contacts. Set date range to “All Messages” 

6. Start the import: Click Start import to begin the process. Easy Switch will work in 
the background, and you'll be notified when it's complete. 

7. Review your data: Once the import is done, you will find your imported emails 
organized with a new label in your Proton Mail inbox.  
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Step-by-step guide 

 

To move over your Burlington Telecom emails to Outlook, you will need to manually 
move the messages using the Outlook desktop app. 

 

1. Download the Outlook app from the Microsoft Store if the app is not already on  
your computer. 
 

2. Sign in to Outlook with your new email address. 
 

3. Once you are in the Inbox, go to File, then click on Add Account. 
 

4. Type in your Burlington Telecom email address, then press enter or click connect. 
 

5. Type in your password, then enter or click connect. 
 

6. A Message will appear saying Account successfully added. You can click done, and 
then return to the Inbox. 
 

7. Locate the side panel on the left hand side in the Inbox, and you will see your 
Burlington Telecom email address.as it’s own Inbox. 
 

8. You can now select specific, or all emails to move over to the Outlook Inbox. You can 
do this my copy and pasting emails, or selecting all mail items and dragging them 
from the Burlington Telecom Inbox, over to the Outlook Inbox. 


