Using Case Google Mail and Google Apps
Setting Up Thunderbird to Receive Google Mail

Initial Set Up of Thunderbird with IMAP

This process document describes the settings that must be made in the Thunderbird email client in
order for it to download Case Google Mail through an IMAP server. The directions in this
document are intended for users who are setting up Thunderbird for the first time. For directions
on how to update your existing Thunderbird client to download from Case Google Mail instead of
iPlanet, please see the process document called Editing Settings in Thunderbird from iPlanet to
Google.

Procedure

Use this process to set up Thunderbird for the first time to receive emails from your Case Google
Mail account from an IMAP server.

Step Action

1. Begin by logging into your Case Google Mail at http://webmail.case.edu.

Start Page Mail Calendar Documents Sites Contacts kxz19@case.edu | L | Settings | Help | Sign out #
CA.E]’E
W28 WEsTERN Search Mail | | Search the Web
3| RESERVE
UNIVERSITY
Compose Mail = -
Archive = Reportspam  Delste  Markasread | | Moveto¥ | Labelsy Mors actions¥ | Refresh 1-17 of 17
ot Mo Select: All, None, Read, Unread, Starred, Unstarred
ent Mai
Drafts (2 b [] 11:44 am
Al Mail il 11:42 am
Spam (9 [F] 10:52 am
[ 10:31 am
[l 9:08 am
il Oct 2
¥ Oct1
7] Qct 1
[l Sep 30
[F] Sep 30
[ Sep 29
[F] Sep 28
[ Sep 25
[F] Sep 4
il Aug 19
[F] Jul 23
(il 9/30/08
Select: All. None, Read, Unread, Starred, Unstarred
Archive Reportspam  Delete  Markasread | | Movelo¥ | Labels¥ More actions¥ | Refrash 1-17 of 17

Google Checkout: Sign up for faster and safer shopping.
You are currently using 1592 MB (21%) of your 7374 MB.

Last account activity: 4 minutes ago at this IP (128.22.73.181). Detais
Case Western Reserve University Mail view: standard | turn off chat | older version | basic HTML Learn more

©2009 Google - Terms of Service - Privacy Policy - Program Policies - Google Home

Powsred by GOOgle pe
@ Inboxin ... Search with Googls =
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Step

Action

Click on the Settings link in the top right corner of the window.

Start Page Mail Calendar Documents Sites Contacts

~

kxz19@case.edu | 4 | Settings | Help

Sign out

UNIVERSITY

Compose Mail

Settings
Inbox General Accounts
Sent Mail e
Drafts (2,
All Mail
Spam (9

Maximum page size:

Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Themes

" w pti
Search Wail | | Searchtne web | Shewsearchootions
Create = filter

Case Western Reserve University Mail display | English (US) -

Show all language options

conversations per page

Leamn mare

External content:

Browser connection:
Leam more

My picture:
Leam more

Contacts’ pictures:
Leam more

Signature:

outgo

Personal level
indicators:

O Key off
(& Keyboard shortcuts on

@ Always display external content (such as images) sent by trusted senders - Learn more
() Ask before displaying external content

(& Always use https

Don't always use https (option disabled for your domain)
Select a picture that everyone will see when you email them_
@& Show all pictures
() Only show pictures that I've chosen for my contacts - Pictures your contacts select for themselves

will not be displayed.

> No signature
@®

(@& No indicators

(> Show indicators - Display an arrow (» ) by messages sent to my address (not a mailing list). and a
double arrow ( » ) by messages sent only to me.

Search with Google

Action

Click on the Forwarding and POP/IMAP tab.

|Fnrwardinu and POP/IMAP

|@ Enable IMAP |

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

[ Save Changes ]

Click the Save Changes button at the bottom of the screen.

Page 2




S Local Folders - Thunderbird

Fle Edit View Go Message Tools Help

- < c
& 7 N Gle X & % 0.0.
et Mail Write  Address Book

All Folders i - <
BT s oca rolders Thunderbird Mail - Local Folders

Accounts

sonay
'Z VR View settings for this account
B

Q Create a new account

Advanced Features

p Search messages

S u'? Manage message fiters

[ ey c [ -
+4 start ) B £ 7 | edi... & Local Folders - Thund, . Desktop > @ )49 9:45 AM

Step

Action

Open Thunderbird.

Click the Tools menu.

Tools

Select the Account Settings list item.
| Accounk Setkings. .. |

The Account Settings window appears.

Click the Add Account... button.
add Account, ..

The Account Wizard window appears.
Click the Email account checkbox option.

Important: DO NOT select Gmail.

10.

Click the Next > button.

Mexk =

11.

Enter your name as you would like it to appear in your email recipients’ inboxes into
the Your Name: field.

12.

Enter your "first.last@case.edu” Case email address into the Email Address: field.
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Step Action

13. Click the Next > button.
[ Mexk = l

14, Click the IMAP radiobutton.

15. Enter "imap.gmail.com" into the Incoming Server: field.

& Local Folders - Thunderbird
File Edit View Go Message Tools Help

¥

Get Mail Write  Address Book

oL el e g Account Settings
All Folders

=Local Folders
 Disk Spgea -
Y ccount Wizard 3]
Outgoing

(+ & Local Folders Account Settings

Server Information

Select the type of Incoming server you are using.

O ror & Mar

Enier the name of your incoming server (for example,
“mall.example.net").

Incoming Servers | imap.gmail com| |

Vour existing outgoing server (SMTP), “smtp, cwru,edu”, will be used.
You can modify outgoing server settings by choosing Account Settings
From the Tools menu.

Ad

e

(o | (oo ] [ ]

Eemove Accolnt

& Local Folders - Thund. .. & ® gs0am

Step Action

16. If prompted for an Outgoing Server, enter "smtp.cwru.edu” into the field.
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= _Local Folders - Thunderbird ﬁlﬁuil

Fle Edit View Go Message Tools Help

& . 4 . Subject ar Sender
Get Mall Write  Address Book .

= el e g Account Settings

All Folders 4

i Local Folders

=ILocal Folders
* Disk Spaea ——
[ETER Account Wizard [x]
Outgoing

Account Settings
with It

Server Information

Select the bype of incoming server you ars using.
O pop & map
rowse. .
Enter the name of your incoming server (For example,

“mail.example.net").

Incoming Server: | imap.gmail. com ]

Your existing outgaing server (SMTP), "smtp.cvwru.edu”, wil be used.
You can modify outgaing server settings by choosing Account Settings
From the Tools menL.

S

EE

< Back ]I_ Mext = ] [ Cancel ]

Eiemove Accolnt

& Local Folders - Thund. . & ® osiamM

Action

Click the Next > button.

Mexk =

Your Case Network ID appears in the Incoming User Name: field. Enter
"@case.edu" immediatly following your ID, as in "gqxg98@case.edu."
| kcz13 |

19.

Your Case Network ID appears in the Outgoing User Name: field. Do not append
"@case.edu" after it.

20.

Click the Next > button.

Mexk >

21.

In the Account Name: field, enter a name of your preference, such as "Case Google
Mail" or "Case Mail".

22.

Click the Next > button.

Mexk =
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File Edit View Go Message Tools Help £
* p
=y . A0, Subject or Sender
GetMal  Write  Address Book
Al Folders P

i Local Folders

=ILocal Folders
* Disk Spge=
TR Account Wizard
Outgeing 5

Account Settings

Congratulations!

Pleass verify that the information below is correct.

Account Name: Case Google Mall

Email Address: kristen. zuro@case, edu
Incoming User Mame: kel 9@case edu
Incoming Server ame: imap.gmall.com
Incoming Server Typs: MAP

Outgaing User Name: ko219

Oubgoing Servsr Mame (SMTP):  smkp.cwru,edu

Click Finish ko save these settings and exit the Account Wizard,

S

Sef

[ <gack | [ Feh | [ concel |

Eiemove Accolnt

=)

Step

Action

23.

A summary of your settings appears. Verify that your settings look the same as in
this image.

If an incorrect setting is found, click the Back button to find the appropriate screen
and change it.
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= _Local Folders

i Local Folders

File Edit View Go Message Tools Help
= . g Subject or Sender
Get Mall Write  Address Book
Account Settings
All Folders 4

[=ILocal Folders
Disk pg
N Account Wizard
Outgoing

Account Settings

Congratulations!

Pleass verify that the information below is correct.

Account Name:

Email Address:
Incoming User Mame:
Incoming Server ame:
Incoming Server Typs:
Outgaing User Name:
Oubgaing Server Mame (SMTP:

Case Google Mall
ket 9@case edu
kel 9@case edu
imap.gmall.com
MAP

kel 9@case edu
smikp.gmail.com

Click Finish ko save these settings and exit the Account Wizard,

[ < Back ][ Fish | [ Cancel

Eiemove Accolnt

Step

Action

24.

Click the Finish button.

Finish

“_Local Folders - Thunder!

Fle Edit View Go Message Tools Help
*
& . Subject or Sender
et Mail Write  Address Book
Al Folders Qi
Lacal Folders Account Settings
Google Mail
‘“:b oogle Mai The Following is a special accolnt, There are no identities assodated with it.
= Irbox

Server Settings

opies & Folders Message Storags

‘omposition & Addressing [ Empty Trash on Exit

Offine & Disk Space s

lunk Settings [ -
ctum Receipts | CiyDocuments and Settings\kez19tApplication Data\Thunds( | Browse.

“.Security
Outgaing Server (SMTP)
Add Account,
et as Defaul
Remave Account
) Done
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Step

Action

25.

Thunderbird will try to connect to the Google IMAP server but will not be able to do
S0, because the proper ports and passwords have not been set. Thunderbird will
time-out in about 30 seconds. When the box displaying that the connection was not
available appears, dismiss it by clicking the OK button.

I=I (=] Case Google Mail

=7 Inbox

HE

*

Fle Edt View Go Message Tools Help

5
$. 7 .8 NN
Get Mail Write  Address Book
o el e g Account Settings E‘

P

All Folders

(+ & Local Folders [elCocelokiets Account Settings
Disk Space

= (=] Case Google Mail
& Tnbox

9] [ .

Junk Settings The fallowing is a special account. There are no identities assadiated with it
[=ICase Google Mail Account Name: | Local Folders

Server Settings

Copies & Folders Message Storage

Compasition & Addressing e o T et for A

OFfine & Disk Space et

Junk Settings 3 = i i [

Return Receipts | CiDocuments and settingsilocz 19 Application Data\Thundei| | Browse. .

Security

Outgaing Server (SMTF)

Add Account...

./ Done

gy —— 5 > | - > g -
iy Start CE L~ V& esel & Local Folders - Thund. .. Desktop & 8 10:0¢ AW

Step

Action

26. The Account Settings window appears.
Click the Server Settings tree item.
217. Enter "993" into the Port: field.

28.

Verify that your Case Network ID and @case.edu appear in the User Name: field.
For example, "qrgl2@case.edu."
| kxzl9@Dcase, edu

29.

Under Security Settings, click the SSL option.
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= _Local Folders - Thunderbird

= case Google Mail
- Server Settings
* Copies & Folders
 Composition & Addressing
- Gffline & Disk Space
 Junk Settings
| Return Receipts
. Security
Outgaing Server (SMTP)

Add Account...

Set as Default

Remove Accounk

Server Mame:! Part: Default; 993

User ame: | kxz1S3@case edu

- Seturity Settings

File Edit View Go Message Tools Help

& . 4 3 g
GetMal  Write  Address Book .

Account Settings J
Al Folders o
&1 Local Folders =Locs! Folders Server Settings
[= [ Case Goagle Mail  Disk.space
.; *Junk Settings Server Type:  TMAP Mail Server
& Inbox

Use secure cannection:
O Mever () TLS, if available

[ Use secure authentication

Ons @iss!

- Server Settings

Check for new messages at startup

[ Clean up {"Expunge") Tnbax on Exit
] Emphy Trash on Exit

Check for new messages every minutes
When I delete amessage: | Mave it to the Trash folder v

Local drectory:

| C:\Documents and Settingskxz1 9yApplication Data\Thunderbird| [ Browse...

Action

Review the settings and make changes as desired.

The values selected in the Server Settings box tell Thunderbird when to check for
new mail and what to do with deleted messages.

Page 9




- [=]x]|

Fle Edit View Go Message Tools Help

& - 4 .
et Mail Write  Address Book ECount Seninp

All Folders 4

&1 Local Folders =Locs! Folders Server Settings
Disk. Space

I (=] Case Google Mail
[l Case Google Mail Jurk Settings Server Type:  IMAP Mall Server

=7 Inbox
= [=Case Google Mail Server Mame:! Part: Default; 993
Server Settings User Mame: | kxz19@case.edy

Coples & Folders

Composition & Addressing Security Settings

©ffling & Disk Space Use secure cannection:

Junk Settings O Mever (O TLS, favalable O s @ saL
?:E::::;Ece‘pts [ Use secure authentication

Outgoing Server (SMTP) Server Settings

Check for new messages at startup

Check for new messages every minutes
When I delete amessage: | Mave it to the Trash folder v

[ Clean up {"Expunge") Tnbax on Exit

[JiEmphy Trash on Exit:

Local drectory:

| C:\Documents and Settingskxz1 9yApplication Data\Thunderbird| [ Browse... ]

Add Account...

. Done

4 L 5 » f 2 B _—
iy Start C e e esel & Local Folders - Thund. .. Desktop & 8 10:05 AW

Step Action

31. Click the Outgoing Server (SMTP) tree item.
[ Dutgaing Server (SMTR|

32. The smtp.cwru.edu server should be highlighted in the Outgoing Server Settings
field. Ifitis not, click on it once.

Click the Edit... button.
Edit...

33. The SMTP Server window appears.

In the Settings group, enter "Case SMTP" into the Description: field.

34. The server "smtp.cwru.edu” should appear in the Server Name: field.
| amkp, o, edu I

35. The Port: field should contain "25".

36. In the Security and Authentication group, ensure that the Use name and
password checkbox option is checked.
| Ise name and passward |

37. Verify that the User Name: field contains only your Case Network ID (no
@case.edu).

| kecz19] |
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Step

Action

38.

Select the TLS, if available radiobutton.

39.

Click the OK button.

0] 4

= _Local Folders - Thunderbird

- [=]x

File  Edit
P2
GetMal  Wirike

View fGo Message
Address Book
Al Folders .

= [ Case Google Mail

= Inbox
I Local Folders

Tools

Help

e &1 |0

=) Case Google Mail
Server Settings
Copies & Folders
Camposition & Addressing
Offline & Disk Space:
Jurk Settings
Return Receipts
Security

=ILacal Folders
Disk Space
Junk Settings

add Account...

LV

- N = .| & -

- -

Account Seitings ‘
,

Qutgoing Server (SMTP) Settings

Although you can specify more than one outgoing server (SMTP, this is only
recommended for advanced users. Setting up multiple SMTP servers can cause

errors when sending messages.

Case SMTP - smip.cwru2du (Default)

Agd...

Description: Case SMTP
Server Mame! smbp,cwru.edu
Part: 25
User Mame: lo@l9
Secure Connection: TLS

A7, Subect ar Sender

Step

Action

40.

Ik

Click the OK button.
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= Local Folders - Thunderbird !|E Eu

Fle Edt View Go Message Tools Help
* 9 I 1 % 3 =
=y - / LJJ - & - [V N = . W . e - 0 Subject or Sender
GetMal  Write  Address Book
Al Folders P
& Local Folders
= [ Case Google Mail

& Irbox

Thunderbird Mail - Local Folders

Accounts

Sonay
10F View settings for this account
B

9 Create a new account

Mail Server Password Required

/O Search md ‘ |

[ use Password Manager to remember this password.

.’ Done

T r 5 > = > g o
iy Start CEer eser... & Local Folders - Thund. .. Desktop = & 8 10:09 AW

Step

Action

41.

password for Google Apps only.

ask you for your Case Network ID password before sending mail.

42.

Click the OK button.

0] 4
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Thunderbird will ask for your Google Apps password before downloading your
email. This password may be different from your Case Network ID password. If
necessary, go to http://www.case.edu/its/services/GoogleApps.htm to reset your

Please note: the first time you send a mesage from Thunderbird, the program will




Local Folders - Thunderbind

e Edt View Go Message Tools Help

A IR 9.9

GetMal ke Address Back

€
&

Al Folders ae
915 Lacal Folders a Thunderbird Mail - Local Folders
= [ Case Google Mail
& Irbox
J Drafts o
[=] sent { > 3 Wiew settings for this account
) Trash Ll
[0 famai
[ aa Q Create a new account
L]} Account info .

Ll ap

L Ay Advanced Features
L]} Apple

L]} Approvals

[ as p Search messages

[} Biz Policies

Accounts

&

(]} Business Processes o

L1l cAPS -FIN \u Manage message fiters

L]l cAPs - 513

(]} CAPS Administrative

L]} CAPS Training Emails

[ e

1]} Complete

(]} Contact with Users

L]} Courses emalls

[l css

(]} Dave

[} Directions to documents

|/} Dacumentation

|J} Duplicate IDs

[} End-user support

(]} ERP Wiebsite

|} ERPSIS emails

/| ERPSIS General v
. Done

PEE— s [y =
:4 start AR sel & Local Folders - Thund. .. Desktop @ €9 10:09 AN

Step

Action

43.

Your Case Google Mail will appear in the Folder pane to the left of the Thunderbird
window.

If you utilized Labels in your Case Google inbox, those labels will become folders
beneath the Case Google Mail inbox.

44,

This completes the process of setting up Thunderbird to read your Case Google Mail
through an IMAP server.
End of Procedure.
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