How to move your Outlook 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.cqi. 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 “Both”
option. Don’t 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.
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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.

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.

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

link.

Start with the General tab and fill in any information you’d like, including the Signhature 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 “vacation” message.
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5. Go to the Accounts tab and at the top right, click on “edit information”. If you want to change your
name, make your changes here. We recommend you use your first.last@case.edu email
address rather than the abc123@case.edu address for the “reply to” address. Be sure to click on

Save Changes. If you wanted to combine email accounts into one Inbox, here is where you
would do that.
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6. Go to the Forwarding and POP/IMAP tab. Make sure the Forwarding button is set to “Disable
forwarding”. For IMAP access, click on the “Enable IMAP” button and click on SAVE CHANGES.
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Step 3: Configure Outlook 2007 email for Google Apps

1. Open your Outlook mailbox and click on the Tools pull down menu.

2. Click on Account Settings and the Email tab will appear. Click on “New”

3. The radio button will already be on the Microsoft Exchange, POP3, IMAP, or HTTP. Click on
Next.

Add Mew E-mail Account

Choose E-mail Service

{*)Microsoft Exchange, POP3, IMAP, or HTTP:

Conneck ba an e-mail account ak wour Internet service provider (ISP or your
organization’s Microsoft Exchange server,

i) Other
Conneck ba a server type shown below,

Mexk = ][ Cancel
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4. Enter your name as you want it to appear on your new mailbox.

5. Check the “manually configure” box and then Next.

6. Select “Internet E-mail Settings” and Next. Your name will already be filled in. For your email
address, enter your first.last@case.edu email address.

7. Select IMAP and for the Incoming mail server, type: imap.gmail.com

8. Outgoing mail server (SMTP), type: smtp.cwru.edu

9. Username must be abcl2@case.edu address

10. Enter your Google Apps password that you created in Step 1-3 on page 1.

11. Check the box for Remember password.

12. Click on the “More Settings” bar

Change E-mail Account

Internet E-mail Settings
Each of these setkings are required ko gek vour e-mail account warking,

User Information Test Account Settings

Your Mame: Peqggy Watts Gup| After filing out the information on this screen, we
recammend yau kest wour account by clicking the

E-mail Address: peggy.gup@case. edu butkon below. (Requires network connection)

Server Information

Tesk Account Settings ...

Account Type:
Incaming rmail server: imap.gmail.com
Dutgoing mail server (SMTPY: | spkp, cwru.edu

Logon Information

User Marne: pwg3@case.edu
Passwaord: S R
Remember password

[ ]Require logon using Secure Password Authentication (SPA) More Setkings ...

[ Mext = ][ Cancel ]
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13. On the General Tab, type Google Apps or any name you want to call this account.
14. Select the 'Outgoing Server' tab.

Internet E-mail Settings

izeneral Fu:ulu:lers| Oubgoing Server |Cnnnectinn Advanced

My oukgaing server (SMTP) requires authentication
{:!' IJse same settings as my incoming mail server
(%) Log on using
User Mame: |pwg|3 |

Password: |************* |

Remember password
[ ]Require Secure Passward Authertication (SPA)

Ik ] [ Cancel

15. Check the box for ‘My outgoing server (SMTP) requires authentication’.

16. Click the “Log on using” radio button.

17. In the User Name field, type your Case User ID

18. The password should be your Case network password. Check the “Remember password” box.
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19. Then go to the 'Advanced' tab.
20. Incoming server must be 993, and must use SSL encryption.
21. Outgoing server must be 25, and TLS

Internet E-mail Settings

General | Folders | Oukgoing Server Cnnnectiun| Advanced

Server Port Mumbers

Incoming server (IMAPD: | 993 | [ Idse Defaulks ]

Ilze the Following bype of encrypred conneckion: | 530 L
Cukgoing server (SMTP:

IUze the following bype of encrypted connection: | TLS L

Server Timeouts
Shork 7 Long 10 seconds

Folders

Root Folder path;

Ik ] [ Cancel

22. Click ‘OK’ to save changes and exit More Settings.
23. Click ‘Next’ and ‘Finish’ to finalize set-up.

24. Make sure you have the latest updates for Outlook from Microsoft at
http://office.microsoft.com/en-us/downloads/FX101321101033.aspx
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25. Be sure to go back to your Outlook Account Settings/Email tab and make your new mailbox your
default by highlighting that account and clicking on the Set as Default option.

Account Settings f5__<

E-mail Accounts
You can add or remave an account, You can seleck an account and change its setkings.

E-rnail |Data Files | 55 Feeds | SharePaint Lists | Internet Calendars || Published Calendars | Address Books

o Mew... P Repair... 5 Change... K Remove ¥

Marme Twpe
izoogle Apps IMAPISMTP (send From this account by defaulk)

peqy, qupi@case, edu IMAPSMTP

Selected e-mail account delivers new e-mail messages ta the Following location:

Google AppshInbox
in data file Ci\Documents and Setkingst, . Outlpwo3@case, edu-00000007 , psk

Close

Step 4: Customize your Personal Folders in Outlook

You will find your new Inbox inside a new folder on the bottom of the left side column. You may want to
right click on your new Inbox and “Add to Favorite Folders”. That will bring the new Inbox up to the top
of the column. Note that there are also new “All Mail”, Sent Mail, Spam, Inbox, and Junk Mail folders.
Your Sent Malil folder will be the local folder, not the Google Sent Mail. Decide which of those folders
you will be using the most and right click to bring them up to your Favorite Folders.
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