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Initial Setup of Google Mail™ for the Android™ Smartphone

Concept

This document describes the procedures for setting up CWRU Google Mail to download
email messages to an Android platform smartphone. Android smartphones include a
built-in Gmail™ client which manages synchronization between the device and the
Google Mail web interface. These instructions are intended for users that already have
an active CWRU Google Mail account and want to set up an Android smartphone for
the first time.

Procedure

=&

KQR1c % | A

(C] Other bookmarks

M CWRU Single Sign-On

- C ff A https: A y
(] CWRU Links (] Bookmarks [ Webmail [ Case Westemn Reserv... *§ Google (7] Imported From IE

login.case.edu/cz

Home Apply Give Visit Find

£ CASE WESTERN RESERVE
UNIVERSITY po e
think beyond the possible’

Single Sign-0On

CWRU ID: example - abc123

ITS homepage

:

Step | Action

1. Open your web browser and navigate to: “webmail.case.edu”. Enter your
CWRU Network ID and password and then click the LOGIN button.
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of the screen.

o

2. The Google Mail inbox window will open.

Click the Settings icon (resembling a gear) in the top right corner

Settings

3. Select the Settings menu option.
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Forwarding: Add a forwarding address
Inbox Leam more SIS
Important Tip: You can also forward only some of your mail by creating a filter!
Sent Mail POP Download: 1. Status: POP is enabled for all mail that has arrived since 9/28/09
Leam more Enable POP for all mail (even mail that's already been downloaded)
Lenks Enable PO for mail that arrives from now on
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Chat Disable POP
2. When messages are accessed with POP | keep Case Western Reserve University Mail's copy in the Inbox
@ Casey Test 3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Sign into chat Configuration instructions
Call phone IMAP Access: Status: IMAP is disabled
{access Case Westem Reserve University @ Enable IMAP
Mad from other chents using IMAF) Disable IMAP
Leam more
When | mark a message in IMAP as deleted:
@ Auto-Expunge on - Immediately update the server. (default)
Auto-Expunge off - Wait for the client to update the server.
When a message is marked as deleted and expunged from the last visible IMAP folder:
% Archive the message (default)
Move the message to the Trash
Immediately delete the message forever
[ ]

Step | Action
4. Click the Forwarding and POP/IMAP menu option.

Forwarding and POP/IMAP

5. Click the Disable POP radio button to select it.

|° Disable POP |

6. Click the Enable IMAP radio button to select it.

|o | Enable IMAP |
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Sent Mail When | mark a message in IMAP as deleted:
R @ Auto-Expunge on - Immediately update the server. (default)

Auto-Expunge off - Wait for the client to update the server.

Chat

When a message is marked as deleted and expunged from the last visible IMAP folder:
@ Archive the message (default)

Move the message to the Trash

Immediately delete the message forever
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Sign into chat
Call phone Folder Size Limits
@ Do not limit the number of messages in an IMAP folder (default)
Limit IMAP folders to contain no more than this many messages 1,000 El
Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions
Save Changes [ Cancel
0% full ©2012 Gox T ¢ - Privacy Policy - Program Pobcies Last account activdy: 9 m
Using 17 MB of your 25,600 MB by Google
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and then click the Save Changes button.

| Save Changes |

7. Scroll to the bottom of the Forwarding and POP/IMAP settings window
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Click the Settings icon (resembling a gear) in the top right corner

9. Select the Settings menu option.

Settings
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Important
Sent Mail Starred show hide 4| Show in IMAP
Neafte Impartant show hide ¥| Show in IMAP
Chat Chats show hide Show in IMAP
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Step | Action

10. Click the Labels menu item.

Labels

11. Click the check box next to each label you wish to appear in the Outlook
client as a mail folder.

Note: Labels that do not have the Show in IMAP block checked will not be
accessible in as folders in the Outlook client.

[ Show in IMAP |
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Step | Action

12. Sign out of the Google Mail web interface using the Sign out button.
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Play Store * Voicemail *= Contacts = Messaging
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Camera Maps Facebook
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< Wireless & networks
¢ Call settings

¥ Sound

#¥ Display

{531 Location & security

Applications

| 'O)
Wallpaper Settings

Switch ID Search More
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Step | Action

13. Tap the Settings application from your smartphone’s home screen to
begin.

Settings

14. Tap the Accounts & Sync option from the Settings menu.

© Accounts & sync
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@ % wll @ 12:59pm

General sync settings

Background data

Applications can sync, send, and
receive data at any time

Auto-sync

Applications sync data automatically

Manage accounts

abc123@gmail.com Q
Sync is OFF

abcl23@gmail.com
Sync is ON

Add account

@ % ull @ 1:00 pm

Corporate

e o

@ Yahoo!

in LinkedIn

f Facebook

8 Google

Step | Action

15. From the Accounts & sync settings menu, tap the Add account button.
Ensure the Background data and Auto-sync options are enabled.
‘ Add account ‘

16. Tap the Google icon shown on the Add an account menu.
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® % all @ 1:02pm

Don’t have a Google Account?

Already have a Google Account?

Adding an account

You can use more than one Google
Account on your phone (such as your
home and work accounts). Adding a
Google Account takes just a few steps.
Sign in
Touch “Next” to continue or press
your phone's Back button to exit.

e b2l « Back

Step | Action
17. Tap the Next button.

Next ;

18. Tap the Sign in button to set up your CWRU Google Mail account.

Signin

Note: You can configure multiple Google accounts on your smartphone
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Ty % wll W 10:09am ® & il @ 1:06pm

Sign in with your Google Account:

Your phone needs to communicate
with Google servers to set up your
account. This may take up to five
minutes.

ctt9@case.edu

777777777777777777%

By signing in, you agree to the Google and
Additional Privacy Policies.

afwle]rJe]vfu]iofe
0a0nBnano
2]z]x]cfv]bfn]m|

Step | Action

19. Enter your CWRU Email address (abc123@case.edu) and Password
and then tap Done to continue.

Done

20. Your Android smartphone will then synchronize with your CWRU Google
Mail account.
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@® % ull @ 1:10pm

Data & synchronization

Sync Contacts

Sync Gmail
07/11/20121:10 PM

Sync Picasa Web

Albums
07/11/2012 1:08 PM

Sync Calendar
07/11/2012 1:09 PM

@ % wll W 1:12pm

oogle Account is now
linked to this phone.

Google applications are syncing data
now.

© When the "syncing” icon disappears
from the status bar at the top of your
screen, the download has finished.

About the status bar...

Whenever you receive a new message
or other notification, an icon appears
in the status bar.

Use your finger to drag down the
status bar to open the Notifications
panel, with details about all your
current notifications.

Step | Action

Finish button.

Finish £

21. You have the option of synchronizing your Google contacts, web albums
and calendar(s). Tap the options you want to select them and then tap the

Finish setup

22. Tap Finish setup to continue. Your Android smartphone will continue the
synchronization process in the background.
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Play Store = Voicemail *= Contacts =~ Messaging

ZE all B 12:14 pm

CWRU Alert - Security Alert - S...
» CWRU Alert Jun'1

CWRU Alert - Emergency Pa...
» CWRU Alert Apr 26

f CWRU Alert - Security Alert - 5.~
Camera Facebook » CWRU Alert Apr13

CWRU Alert Update: Power ...

o » CWRU Alert Mar 30
in o . : A
Reminder: Academic Advisi... -...
LinkedIn No Root 5

» Google Calendar Mar 22

o A

Gallery Alarm Cloc -~ Navigation Search

Refresh Compose Accounts

Go to labels Search

Step | Action

23. The Google Mail places an icon on your smartphone’s home screen.
Tap the Gmail icon to open your CWRU Google Mail.

24. Tap the Accounts button to review your Google Mail account settings.

Ty

Accounts
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G} = gl B 12:14 pm

W Gmail
ctt9@case.edu | 5 ctt9@case.edu @
Inbox Inbox

Add account
Account settings Help

Step | Action
25. Tap the Account name (abc7123@case.edu).

ctt9@case.edu
Inbox

26. Tap the Account settings button.

Account settings
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& ull B 12:16 pm %ol B 1217 pm

General sync settings

Background data

Applications can sync, send, and
receive data at any time

Data & synchronization

Sync Contacts

07/13/201211:23 AM
Auto-sync

Applications sync data automatically

Sync Gmail

Manage accounts 07/13/201211:23 AM

8 ctt9@case.edu
Sync is ON

Sync Picasa Web

Albums
07/13/201211:10 AM

Sync Calendar

07/13/201211:12 AM

Add account Remove account

Step Action

27. Tap the Account name (abc123@case.edu) to review the data and
synchronization details.

8 ctt9@case.edu

Sync is ON

Note: You can add another Google Mail account by tapping the Add
Account button and remove an existing account by tapping the Remove
Account button.

Add account ‘ ‘ Remove account |
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