Moving GroupWise Email to Gmail

Open up your new Gmail account (http://mail.cssu.org) GM il Welcom e

You can also access it from http://www.google.com/a/cssu.org

Sign in to your account at
Chittenden South
Supervisory Union

Login: firstinitiallastname i.e. jwilson serame |

Password: FirstinitialLastname2010 i.e. JWilson2010 (the first two initials g
Password: |

MUST be capitalized) You will immediately be prompted to change your P

password.

Can't access vour account?

Click on the Email Link
Settings \A

General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs

Creating Labels (Folders) in Gmail v lni Inbex
1. Click on Setings (top right corner) Starred show  hide
2. Click Labelstab Chats show  hide
3.¢28LS Ay ySg oSt ylIYS o il
*Please note Gmail does not use nested folders (labels) Drafts oW Lk
like GroupWise does v G
Spam show  hide
Trash show  hide
—p  Labels e o bl showall  hide sl
Academic Sites for Students show hide remove

Settings \

General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs

Forwarding: @ Disable forwarding
O Forward a copy of incoming mail to |email address and
. H H keep Chittenden South Supenvisory Union Mail's copy in the Inbox
Connecting Gmail to Groupwise : P =
R Tip: You can also forward only some of your mail by creating a filter!
I n yo ur G ma II accou ntT POP Dowr!load: 1v_,.Sta!u5: POP is enable.d for all ma?! thal'has arrived since Mar 10
1. Click on Settings(top right corner) S © Eratl PO b mal hatarven fom oo
. . O Disable POP
2. Click on the Forwarding and Pop/IMARab
. . 2. When messages are accessed with POP
3. Inthe IMAP Access Section, click Enable IMAP keep Chittenden South Supervisory Union Maifs copy in the Inbox
4. Be sure to scroll down and click Save Changes e ANCs, D Ees ecratn i)

IMAP Access:
(access Chittenden South
Supervisory Union Mail from

1. Status: IMAP is enabled
@ Enable IMAP

other cients using IMAP) O Disable IMAP
*Please note_ = %Og:lr:’frigl‘.uor: %g;:ce(:s:‘il client (e.g. Outlook, Thunderbird, iPhone)
In order to complete this next step you must be —, [e=ccem)

logged into GroupWise through the terminal server or on a machine inside HCS. Also this will
not work on a MAC machine or with a wireless connection.

(@]]
(0p))


http://mail.cssu.org/
http://www.google.com/a/cssu.org

Open GroupWise from a real client (not the web browser)
Click Accounts>Account Options>Adtbp menu bar). If asked for
Location Info, enter 802 for area code, and OK and another screen will

pop up. Click OK again to get past it.

Enter in the Account Name field: JessGmail or a similar

name

Change account type from POP3 to IMAP4 and click Next

Enter in Incoming mail server (IMAP4) field:
imap.gmail.com

Login name is username@cssu.org 6 & 2 dzNJ Gy S

address) i.e. jwilson@cssu.org

Enter in Outgoing mail server (SMTP): smtp.gmail.com

Press Tabkey to advance to next field.
Email address will populate automatically:
(username@cssu.org@imap.gmail.com

From Name: Enter your name (Jessica Wilson) and click

Next

Location Information @@

Before you can make any phone or modem connections.
Windows needs the following information about your current
location

What courtry/region are you in now?

United States v
What area code (or city code) are you in now?

802

¥ you needto specfy a camer code, what s 7

i you dial a number to access an outside line, what is t?

The phone system at this location uses:

®Tonediing O Pulse dialing

G

Create Account X

Type the name you will use to refer to this account. Often, people use the name
of their Internet Service Provider, however you may use any name you would like.

Account name: | jessGmail

Select what type of account your Intermet Service Provider hag given pou,

Account lpe:

Create Internet Account

Contact your Internet Service Provider for mail server information and for pour
login name. “Y'ou can alzo type the name to display in the From box when pou
send meszages from this account.

Incoming mail server [IMAF4):

imap.gmail. com
Login name: jwilzoniEicssu.org

Outgoing mail server [SMTF):

smpt.gmail. com

E-mail address:
[wilsoni@czzu. orgiEimap. gmail. com

From name:
Jessica ‘wilsor|

YSSL) a/ 2yySO0 (GKNRAMNIK ! 2Dl f F NBIF ySi

for next setting and click Next, click Finish

In the Accounts box highlight Gmail IMAP4 imap.gmail.com

Click Properties Click Advancedtab

Change Incoming Mail Server (IMAP4) to 993 (make sure Use

SSL is checked)

Change Use SSL for the outgoing mail server to 465

(make sure Use SSL is checked)
Click OKand Close

Gmail Properties

General | Server | Connection | Advanced ‘Signalure_
Root folder path:

Only show subscribed folders

Download headers only

Download new items only

Send/Retrieve when folder is selected

] Remove items from trash as they are deleted

T :
Incoming mail server (IMAP4): | 993 Use Default

\ UseSSL  Certficate:
Outgoing mail server (SMTP): 455 | -Use Default

Ry
Use SSL  Certificate:

1 < | Minutes to wait for server to respond

[[] Download extemnal file bodies

[[] Detailed eror messages


mailto:username@cssu.org
mailto:jwilson@cssu.org
mailto:username@cssu.org@imap.gmail.com

*If you have done this successfully, at the bottom of your GroupWise home box a new Gmail

cabinet icon will appear. It looks like the world with an 2 Work In Progress

. . . [] Cabinet
envelope in front. The name will be the one you just created for B T, 13574

Gmailt ie. jessGmail ———=» @ Gmail
[ Academic Sites for Studen
1 Employment
Follow up
INBOX
Internship
1 Misc
Priority

*If you do not see your GroupWise Home on the left side, click on the icon at the top right
that looks like three yellow folders and a white piece of paper, this
will change your home view. '

Find: =

e Right-click on this new icon, select Send/RetrieveYour labels from Gmail should appear underneath.

& _ Documents
V1 Tasklist
{7 Work In Progress
[5] Cabinet
@ Trash [337]
&

| New Folder

1 Subscribe to Folders...
Send/Retrieve

Delete
Rename

Add to Favorites

Properties
5 Drafts 1
— Sent Mail ”

Move your Mail from GroupWise to Gmail
e Inyour GroupWise account, click Accountsd A ¥ &2 dz R2y Qi
see Accounts use the pull-down arrow to the left of S I
Homeé, choose Send/Retrieve "
e In each GroupWise folder, highlight all mail you would
like to transfer and drag it to the new folder of your
Gmail cabinet located on the left-hand side of the screen.
*Please noteT this will cut and paste your emails, it is not a

copy.

Date.
ise —> gmail 3/17/2010 8:¢
3/17/2010 10




Transferring address book from GroupWise to Gmail

e In GroupWise, click in Address Book

e Right-click on address book you want to transfer.

e Choose Exmrt Bodk

/ KIy3asS a{l @S
e Name file and Saveto desktop

I a

Go into your new Gmail account
Click on Contacts

Choose Import

Click Browse locate and open your saved file

GeLisé

—

% Address Book
File Edit View Help

- B ot B

onine | anove

= @ B P
ﬁ‘ Nove
@[ Freq

Refresh Book

Close Book

Synchronize 4
Filtering >

Properties

PO

, File name: ;wa_c'igrieisr i VV‘ Save

U s as type: | VCard (" vcf) v Cancel
Novell Address Book (*nab)
Novell Address Book - GroupWise 7 ("nab
Cor;lma Separated (*.csv)
Comma Separated - UTF8 (*.csv)

ch contacts \ Search Import | Export |
Import

We support importing CSV files from Outlook, Outlook Express, Yahoo! Mail, Hotmail, Eudora and some
other apps. We also support importing vCard from apps like Apple Address Book.

Please select a CSV or vCard file to upload:

and Settil

from GroupWise
e Click Import

B — Back

Transferring Calendar

P |C\Docur

‘Browse._:

1|

[J Also add these imported contacts to: | New group... ¥ |

from GroupWise to Gmaiil

e In GroupWise,
e Choose Export
e Save to desktop

right -click on your Calendar

e Go into your new Gmail account
e Clickon Calendar (top left)
e Click Setting (top right) >

™

Starred ¥

e Select Calendar tab Calendar Settings

» -
General Calendars Mobile

u Back to Calendar

e Click Import Calend ar (bottom)
e Browse and locate your saved file
on desktop , click Import

i "] Chittenden South Superyisory Union ... -'

mil Calendar Documents Sites mare ¥

Compose Mail

\ Create new calendar

Import calendar

Learn more
/I‘ Jessica Wilson Home 4
/ -------- 7 Calendar i
(s [5] Cabinet
< [f@ wsdPublic
........ [ Tasklist

| Frequent Contacts
B Groups (Gwadmir—

....... ﬁ: Wilsan
(1] Documents
-------- A5 Sent Ttems
------- {7 ‘Work In Progress
2 [ Junk Mail [1]
........ a Trash [1789]
() Iwilsoncssu

=3 T

Faorbes.com: Mog

Archive  Repor

Export calendars




