
Moving GroupWise Email to Gmail 
 

Open up your new Gmail account (http://mail.cssu.org)  
 
You can also access it from http://www.google.com/a/cssu.org 
 
Login: firstinitiallastname   i.e. jwilson  
Password:  FirstinitialLastname2010  i.e. JWilson2010  (the first two initials 
MUST be capitalized) You will immediately be prompted to change your 
password. 
 

Click on the Email Link 

 

Creating Labels (Folders) in Gmail 
1. Click on Settings (top right corner) 
2.  Click Labels tab 
3. ¢ȅǇŜ ƛƴ ƴŜǿ ƭŀōŜƭ ƴŀƳŜǎ ƛƴ ά/ǊŜŀǘŜ ŀ ƴŜǿ ƭŀōŜƭέ 

*Please note Gmail does not use nested folders (labels) 
like GroupWise does 
 
 
 
 
 
 
 
 

 
Connecting Gmail to Groupwise 
In your Gmail accountτ 

1. Click on Settings (top right corner) 
2. Click on the Forwarding and Pop/IMAP tab 
3. In the IMAP Access Section, click Enable IMAP 
4. Be sure to scroll down and click Save Changes 

 
 

*Please note- 
In order to complete this next step you must be 
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. 
 
 
 
 
 
 

 
Welcom e  

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>Add (top 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 όȅƻǳǊ άƴŜǿέ ŜƳŀƛƭ 
address)  i.e. jwilson@cssu.org  

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

 Press Tab key 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 

 YŜŜǇ ά/ƻƴƴŜŎǘ ǘƘǊƻǳƎƘ Ƴȅ ƭƻŎŀƭ ŀǊŜŀ ƴŜǘǿƻǊƪ ό[!bύΩ 
for next setting and click Next, click Finish. 

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

 Click Properties, Click Advanced  tab 

 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 OK and Close 
 
 
 
 
 
 
 
 
 

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 
envelope in front. The name will be the one you just created for 
Gmailτie. jessGmail 

 
 

 
 
 
 * 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.                                                                     
 
 
 
 

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

 
 
 
 
 
 
 
 

Move your Mail from GroupWise to Gmail 
 In your GroupWise account, click Accounts όƛŦ ȅƻǳ ŘƻƴΩǘ 

see Accounts, use the pull-down arrow to the left of 
Home), choose Send/Retrieve. 

 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 noteτthis will cut and paste your emails, it is not a 
copy. 

 
 
 
 
 
 
 
 
 
 



 
Transferring address book from GroupWise to Gmail 

 In GroupWise, click in Address Book 

 Right-click on address book you want to transfer. 

 Choose Export Book 
 
 
 
 
 
 
 
 

 /ƘŀƴƎŜ ά{ŀǾŜ ŀǎ ǘȅǇŜέ ǘƻ Ǿ/ŀǊŘ!ŘŘǊŜǎǎŜǎ όϝΦǾŎŦύ  

 Name file and Save to desktop 
 
 

 Go into your new Gmail account 

 Click on Contacts 

 Choose Import 

 Click Browse, locate and open your saved file 
from GroupWise 

 Click Import 
 
 

Transferring Calendar  from GroupWise to Gmail   

 In GroupWise, right -click on your Calendar   

 Choose Export  

 Save to desktop  

 

 Go into your new Gmail account  

 Click on Calendar  (top left)   

 Click Setting  (top right)  

 

 

 

 

 

 

 Select Calendar  tab   

 

 

 

 

 

 Click Import Calend ar  (bottom)     

 Browse  and  locate your saved file  

on desktop , click Import  

 

 


