Using Case Google Mail and Google Apps

Setting Up Outlook to Receive Google Mail

Editing IMAP Settings in Outlook from iPlanet to Google

Procedure

Use this process to edit your current Outlook settings from iPlanet to receive your Google mail.

Step

Action

1.

go to http://webmail.case.edu.

up.

After you have provisioned your account to Google, open your internet browser and

You may need to log in with your Case ID and your Google password that you set

A

Start Page Mail Calendar Documents Sites Contacts jll91@case.edu | Settings | Help | Sign out

N Show search o
Search Mall | | Search theWeb |~ S12==3he

The conversation has been moved to the Trash. Learn more Undo

Compose Mail Forbes.com: Most popular stories - Mexico's Real War HENED

Archive | Reportspam | Delete | | Movetor | Labeky More actions¥ | Refrash 1 - 50 of 4548 Older, Oldest »
e Select: All, None, Read, Unread, Starred, Unstarred
Drafts (4)
Spam (66 ] 3:24 pm
Trash [d] 3:04 pm
W AAA - MY STUFF g = o
@ EIN Cert Program (1)
B EIN Cert Registratio | 1016 2m
@ Financials Registrat (] 9:52 am
Google 4 8:57 am
HCM Upgrade (4) ] Octs
Help Desk (4) [ Qcts | —
HR Orientation | Oct 5
Identity Finder il Oct 5
Junk E-mail il Oct 5
SIS Testing @ oct 5
18 morer o Oct 5
Contacts Fl Oct b
Tasks O Oct 5
- Chat | Oct s
Search, add, or invite El Oet 5
Pl Oct 5
© Jennifer Loudiana F Oct 5
Invisible v il Oct 5
You are invisible. O Oct 5
Gao visible @ Oct 5
s #lo
[ ] Je:n Seneﬁy d Oct s

[ ey .
4 start ® trboxin . Search with Google B°&BCVeL s

Step

Action

Your Google webmail will open. Click on the Settings link on the top right.
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e Western Reserve University Mail - Settings - jl191@case.edu - Windows Internet Explorer

@‘ - ‘M https:{fmail.google. comyajcass.eduf?AuthEvent Source=550#settings V| g 5| % | ‘ P

File Edit Wiew Favorites Tools  Help & -
r - »

w IMCase WWestern Reserve Liniversity Mail - Settings - jlig... I } - - - |ZhPage v ([ Took -

Start Page Mail Calendar Documents Sites Contacts jll91@case.edu | Settings | Help | Sign out

Search Mail | Search the Wep | Siovsesrch options
Create s filter

UNIVERSITY

Compose Mail Settings
Inbox (403 General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes
Sent Mail
I Language: Case Western Reserve University Mail display | : English (US) b
[S)”]A‘a Show all language options

pam (61)
Trash

Maximum page size:

onversations per page
W AAA - MY STUFF

B FIN Cert Program (1 Keyboard shortcuts: & Keyboard shortcuts off B
B FIN Cert Registratio Leer e ( Keyboard shortcuts on
@ Financials Registrat
Google External content: (& Always display external content (such as images) sent by trusted senders - Learn more
HCM Upgrade (4) () Ask before displaying external content
Help Desk (4)
HR Orientation Browser connection: @ Always use https
Identity Finder Leer e Don't always use https (option disabled for your domain)
Junk E-mail
SIS Testing My picture: Select a picture that everyone will see when you email them.
18 morev Leam more
Contacts Contacts’ pictures: (& Show all pictures
Tasks Leam more

() Only show pictures that I've chosen for my contacts - Pictures your contacts select for themselves

will not be displayed.
= Chat ey

Signature: No signature
Search, add, or invite ernies st e 20 of ol (@] 4

v

Done € Internet w100% -

Search with Google

Step Action

3. The Settings page opens. Click on the Forwarding and POP/IMAP link.
| Eorwarding and POP/IMAP|

4, The Forwarding and POP/IMAP page appears.

In the section titled IMAP Access:, click the Enable IMAP radio button.

|@ Enable IMAP

5. Click the Save Changes button.

Now you can set up your Outlook client to use IMAP with your Google mail.
Save Changes

Page 2




[ Inbox - Microsoft Outlook - = x
: File Edit View Go TIools Acions Help Adobe PDF Type 5 question for help =
i i dANew - | (A X | ClBeply iRepto All (5 Foward ¥ | £ | 5 send/Receive - [ | [l Search address books - | (@)
H ) Search -
i Dsearh -
: & Snaght [ Window -
Mail «||Z Inbox S Py |«
Favorite Folders # ||[Click here to enable Instant Search ] o
[ nbox {35 O @ From Subject Received Size Categories i |‘ o
2 Unread Mail
(53 5ent ftems There are no items to show in this view. =
[ Inbox in Work =
Mail Folders 2 -
2] Al Mail Items - B
= €% Personal Folders =
(@) Deleted tems S
Drafts 5
[ nbox ]
L g Junk E-mail H
[ Outbox =
RSS Feeds H
— Sent Items H
@ [0 search Folders
@ £ work
v
g
-
£
=
s
g
E

Search with Google BeE@oPC L

Action

Open your Outlook client on your computer.

Click the Tools menu.

Click the Account Settings... menu.

Account Settings...
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: File

Type & question For help |

CeLRE,

Edit View Go Tools Actions Help Adobe PDF
Eg_'l" AiNew ~ | g (23 X | CuReply @Replyto Al (3 Forward ¥ | 58| Fsend/Receive - [ | (@ Search address books
H ) Search -

Dssarch

: & Snagh [ Window

Mail “
Favorite Folders ES

[ Inbox

£ Unread Mail

[ Sent items

[ Inbox in Work
Mail Folders 2
] Al Mail Items -

= 5% Personal Folders
(@) Deleted Items
(7| Drafts
[ nbox
L& Junk E-mail
(5 Outbox
L[ RsS Feeds
i% SentItems
@ [0 search Folders
@ £ work

| man
5] catendar

Account Settings

E-mail Accounts
You can add or remave an account, You can select an account and change its ssttings,

E-mal | Data Files | R55 Feeds | SharePaint Lists | Internet Calendars | Published Calendars || Address Books |

Categories =

o Mew... 3 Repair... 2 change... K Remove
Hame Type
work IMARJSMTP {send Fram this account by default)

Selected e-mail account delivers new e-mail messages ta the following locatin:

Work\Inbox
in data file C:\Documents and Settingst. . \OUHIB1 @case. edu-00000002. pst

Close

~odde Bupuoxdn on [ iegoq-o]

poyL

sysel

Search with Google

Action

Click on the Name of your email to edit.

Click the Change... button.
i Change. ..
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[@ Case Western Reserve University Mail - Inbox (400) - JI91 8 case.edu - Windaws Internet Explorer =& =]

@\\J « [ https://mail google.com/a/case.edu/TAuthEventSource=S50%inbox <[ 4] x| [ nawks 2 |

Links g Customize Links 2] Free Hotmail | Windows % Windows Marketplace ] Windows Media

: File Edit View Go JTools Actions Help Adobe PDF Type 2 question for help -
PiNew - g (23 K [ CuRep Benbetn All Ennuacd | ) | (=L AR, N Search address hoobs 3 H =y
= | Account Settings =12 =
Mail =] _ To-Do Bar » %
. E-mail A t:
Favorite Folders A |l|seq| Youi can add or remove an Account. You an select an arcount and chanae its settin: September 2009 »
[ Inbox ard Change E-mail Account [E=]| sume Tuwe Th Fr sa
£ Unread Mail — o 12 3 4 5
(5] Sent Ttems The| | Internet E-mail Settings 6 7 8 91011 12
3 Inboxin Case IMAP Each of these settings are required to get your e-mail account working. 13 14 15 16 17[18 13
o = 0212223 2425%
= 27 28 29 30
£] 1 Mail 1tems - User Information Test Account Settings
3 %! Personal Folders Your Name: Jerifer Loudiana After fllng out the information on this screen, we
(3] Deleted items recommend you test your account by dicking the
(7 Drafts E-mail Address: [jlo1@case.edu button below. (Requires network connection)
[ nbox ~
S Junk E-mail Server Information
@ Junk E-mai o upcoming appointments.
(i) Outbox Account Type: MAP

L) RSS Feeds
[ sent Ttems
# 3 Search Folders Outgoing mal server (SMTP): |smip, cwru.edu

H £ Case IMAP
Logon Informatk
| e ranged By: Due Date
..... User Name: i froeanewtask
g ype a new task

= Password: e
There are no items to

| Calendar [#]Remember passward show in this view.

8] contacts [ Require logon using Secure Passward Authentication (SPA) Mare Settings ...
7] Tasks

Incoming mail server: mail.cnru. edu

M= LR

0Ttems

uone (o & INTEMNEE | PTOTECTED IMOOE UN Swe v

Step

Action

10.

The Change E-mail Account window opens.

Press [Alt+1].

11.

Delete the information in the Incoming mail server: field and
enter, "imap.gmail.com”.

12.

Delete the information in the Outgoing mail server (SMTP): field and enter
"smtp.cwru.edu".

13.

Add "@case.edu" to your user ID in User Name: field.

14.

Enter the password you set when you provisioned Google mail in the
Password: field.

15.

Click the More Settings... button.
More Settings ... ]

Page 5




(& Inbox - Microsoft Qutlook - = x
 File Edit View Go Tools Actions Help Adobe PDF Type  question For help =
New + | g (23 X | CuReply S8 Replyto All (33 Forward ¥ 5B FisendReceive - [ | @l Search addressbooks  + | @ B =
Search
Dssarch
: & Snaght [ Window
Mail « |3 Pyl «
= 2 |[[cied E-mail Accounts |
Vou can add or remave an account, ¥ou can select an account and change its ssttings, —
= HEsd Categaries ¥ |~ || ©
£ Unread Mail — o
[ sent ltems ]
[ Inbox in Work E-mal | Data Files | RS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books | o
Mail Folders P ; . . E
] Al Mail Items - Change E-mail Account
= €% Personal Folders I . - %
(3 Deleted Items Internet E-mail Settings &
(7| Drafts - £
[ Inbox | | General | Folders | Outgoing Server | Connection | Advanced g
L g Junk E-mail U My outgoing server (SMTP) requires authentication nt Settings 2
(5 Outbox ou i i | =
RSS Feeds (7 3 SRR €3 (0 [l (=l SEREr it the information on this screen, we =
3 Sent ltems (@ Log on using ‘ou kest your account by clicking the “—
= £ . {Requires network connection)
@ B Search Folders User Name: [jla1 |
@ = work 5 X
= : Passnord; [P | e -
5o [“]remember passward ol
Inj [CIRequire Secure Passward Authentication (SPA) 5
3
“ g
L :
[~ man | | u
3
| Calendar
&-| Contacts
lid More Settings ...
o] Tasks
ol G (2] b [(wee ][ cancel | -
OK Cancel
0 Items —

Search with Google B eEE@eVC S

Step Action

16. The Internet E-mail Settings window opens.
Click the Outgoing Server tab. T

Your User Name: is your Case Network ID only.
Your Password: is your Case network password.

Ckgoing Server |
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(5 Inbox - Microsoft Qutlook - =2 X
 File Edit View Go Tools Actions Help Adobe PDF Type  question For help =
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e E . (Requires network connection) :
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Step

Action

17.

Click the Advanced tab.

Advanced

18.

Delete the number in the Incoming server (IMAP): field. Enter 993" in the
Incoming server (IMAP): field.
143

19.

SSL from the list.

Auto (]

Click the Use the following type of encrypted connection: drop down list. Choose

20.

Click the Use the following type of encrypted connection: dropdown list.
Choose TLS from the list.

21.

Click the OK button.

K

H

22.

Click the Next > button.
[ Mext = l

23.

Click the Finish button.

24.

Click the Close button.
[ Close ]
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Step

Action

25.

End of Procedure.
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