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How to move your  Mac Mail  IMAP account to Google Apps 
 

Step 1:  Forward your Case email to Google Apps and create a password  
1. Go to Case Google Apps Account page at https://its-services.case.edu/my-case-identity/google-

apps/index.cgi.  If you have not already signed into Single Sign On, do so here. 
2. Choose where to send your email.  If you want to test how Google Apps works, choose the ñBothò 

option.   Donôt forget to change it later to only Google. 
3. Create a Google Apps password and enter it twice. 
4. Click Enable My Google Account. 
5. You will see a confirmation page that looks similar to the picture below.  This is the page that will 

be displayed if you want to change your email routing. 
 

 
 

https://its-services.case.edu/my-case-identity/google-apps/index.cgi
https://its-services.case.edu/my-case-identity/google-apps/index.cgi
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Step 2:  Create an IMAP Gmail account 
1. If you are still on the Case Google Apps Account page, click on the link for Google Apps Gmail or 

http://webmail.case.edu (if you have not already signed into Single Sign On, do so here).  You will 
need to read and accept the Legal Agreement. 

2. A browser will then open with your new Case Gmail account.  This is the URL you should 
bookmark for viewing your email when you are not using your Outlook client. 

3. In the top right corner, to the right of your abc123@case.edu email address, click on the Settings 
link.   

4. Start with the General tab and fill in any information youôd like, including the Signature you would 
like automatically entered at the bottom of each email.  Notice that this is also the page you come 
back to when you want to set a ñvacationò message. 

 
 

 
 
 
 

5. Go to the Accounts tab and at the top right, click on ñedit informationò.  If you want to change your 
name, make your changes here.  We recommend that you use your first.last@case.edu email 
address for the ñreply toò address.  Be sure to click on Save Changes. If you want to combine 
email accounts into one Inbox, here is where you would do that. 

 
 

http://webmail.case.edu/
mailto:abc123@case.edu
mailto:first.last@case.edu
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6. Go to the Forwarding and POP/IMAP tab.  Make sure the Forwarding button is set to ñDisable 
forwardingò.  For IMAP access, click on the ñEnable IMAPò button and click on SAVE CHANGES.  
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Step 3:  Configure  Mac Mail  for Google Apps 
1. On the main menu, click on Mail and then Preferences. 
2. Click on Accounts  

 

 
  

3. Hit the ñ+ò button at the bottom of the Accounts box.  This opens the ñAdd Accountò screen. 
4. Fill in your name, your first.last@case.edu email address, and your Google Apps password that 

you created on the Case provisioning page. 
5. Click Continue. 

mailto:first.last@case.edu
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6. Incoming Mail Server screen: choose IMAP for the Account Type. 
7. Description line: Case Google Apps. 
8. Incoming Mail Server:  imap.gmail.com 
9. Your user name is your abc123@case.edu email address 
10. The password is your Google Apps password.   
11. Click Continue (see picture below). 

 

 
 
 

mailto:abc123@case.edu
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12. On the Outgoing Mail Server screen, for Description, type Case Google Apps. 
13. For the Outgoing Mail Server, type: smtp.cwru.edu  
14. Check the box for Use Authentication. 
15. Your User Name is your Case User ID (abc123) 
16. The password is your Case network password 
17. Click Continue (see picture below). 
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18.  Review the Account Summary screen and click on Create. 
19. Click on Mailbox Behaviors.  Uncheck ñMove deleted messages to the Trash mailboxò.  Check 
ñStore junk messages on the serverò.  Make sure there are 4 checkmarks for Drafts, Notes, 
Sent, and Junk as shown in the picture below. 
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The Advanced Screen should not need changes, and should look like this: 
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The last step is to ensure that your Sent mail items are viewable if you use the web interface.  In the 
left column, click on your Case Google Apps Sent Mail folder.  Then go to Mailbox, and Use this 
Mailbox For:  Sent. 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

  
 
 

 


