Importing your @post.massbay.edu account into your @massbay.edu account

Overview: We will be using Outlook Web Access for your Massbay
Microsoft Account to setup a “connected account” that will pull the
email in from (import) your MassBay GMAIL account. Please note when
you complete this ALL of your email from GMAIL will be copied into
your Microsoft Email Account (O365).

1. Login to your MassBay Gmail account.(Before

proceeding, we recommend cleaning up your email #= O o
account so that you don't move over any unwanted =:>'
or unnecessary emails). Click on the “COG” o
icon and choose “Settings” Dxsplay cisnisity:
v Comfortable
Cozy
Compact

Configure inbox

Themes

Get add-ons

Send feedback

Help

2. Click on “Forwarding and Pop/IMAP”
Settings

General Labels Inbox Accounts Filters and Blocked Addresses Fonwarding a@POPﬂW\P Add-ons Chat Labs Offline Themes

3. (a) Click Enable POP for all mail to select that option and then (b) click the "Add
a forwarding address" in the Forwarding section

Settings
General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POPIIAAP  Add-ons Chat Labs Offline  Themes
Forwarding: b Add a forwarding addiess
Learn more
Tip: You can a'so forward only some of your mail by creating & filted
POP Download: 1. Status: POP is disabled
Leam mare &l ® Enable POP %r all mail

(O Enable POP for mail that arrives from now on
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4. Enter your Microsoft Email address and then click the Next button

b 4

Add a forwarding address

Flaasa enter a new forwardng email addrass:
rand65@massbay.ecu

HE)E} Cancel

5. Click the Proceed button on the pop-up message to continue

@ @& ntipsy/mail-settngs.google.com/ma

Forviarding mail 1o train265@massbay.edu

Proceoed Cancel

6. You need to confirm the forwarding address by receiving and entering a code.
Click OK here, then retrieve the code from your Microsoft Email account (see the
next step).

Add a forwarding address

A confumalion code has been senl to lkin3s65E2massbay edu Lo wenly

permssinn E.‘
=
£

0K

7. This is the important part of the confirmation code you will receive in your
Microsoft Email account. You will need to enter this code back in Google so either
write it down or copy it to the clipboard.

train3&58post.massbay.edu has requested to sutomatically forward mail
to your email

address train36:&massbay.edu.
Confirmaticn code: 263263558
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8. Return to the Google screen to enter the confirmation code, click the Verify
button once you've entered the code:

Varify traind65@massbay.edu 263263568 | Vaily | Re-send emad Remove address

9. Here is where we tell Google to forward the email and where to forward it to.
Click the forwarding option, it should already have the correct entries populated
in the text boxes. (In this example, it is telling Google to forward all incoming mail
to the @massbay.edu address and keep a copy of them in the Google box as
well).:

() Disable forwarding
@ Forward a copy of incomng mad Lo tan365@massbay edu (1 use) _] and ] keep M shuselts Say C 1y College Mal's copy  he Inbox v

10. You now need to save these changes in Google. Click the Save Changes button
near the bottom of the screen:

_ Save Changes |  caneal

=roqramFolces

Powsred by GD QIE H

11. Now click on you Account Avatar in the upper right corner (for some of you, it
may be your google Profile Picture if you have one, for others, it will be a letter;
usually the first letter of either your first or last name). Then click the My
Account button.

This account is managed by post.massbay.edu *
Learn more

Oit Helpdesk
helpdesk@post.massbay.edu

Google+ Profile Privacy

1
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12. Click on “Sign-in & Security”

E .
GMUZ’Q

‘Welcome, Oit Hetpdesk

Control, protect, and secure your account, ¢

My Account gives you Guick acciss 1o Seltings and tools that bt you safeguard your dala, protect your privacy, ar
Senfices work better for you.

ﬁ Sign-in & security > < Personal info & privacy >
Canrol your password and Google Accournt Manage your visibdity settings and the data we use
B0CESS 1o personalize your expersence.

Signing in 1a Googhe Your personal ino

Devitn BCtivity B BECUTiTy events Manage your Googhe sctivity

ADps with account access Ads Settirgs

13. Click on “Apps with account access”

My Account

Welcome

Sign-in & security

Signing in to Google

Device activity & security
events

Apps with account access

14. Turn on “Allow less secure apps”.

Clicking on the slider will turn this
B RoRRE Y @rfeatu re from off to on or on to off.
Some apps and devices use less secure sign-in technology, which could leave

your account vulnerable. You can tum off access for these apps (which we
recommend) or choose to use them despite the risks.
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You can now log out of your Google account.

15. Log into your Microsoft Email Account at Office 365’s Outlook Web Access:
(https://outlook.office.com/owa/?realm=massbay.edu)

16. (a) Click on the “COG” icon. (b) In the search bar type “Connected Accounts”
and (c) choose the first item from the list "Connected Accounts"

T | .

| (a) 2 ; Lyons, Michael (3§

{ BB AV
Settings x

(b) connected accounts X
Connected accounts
E Connect to other email accounts.

Accounts

Set up, connect, and manage your email

accounts.

Storage accounts
Connect your storage accounts so you can

attach files from them.

17. Click the “4”to start the Add Account creation wizard.

(©) Options

Shortcuts pe
ot Connected accounts

4 Mail

b Automatic processing onnect your other accounts to import your email and manage it all in one place. Learn more

4 Accounts

Block or allow @i E

Connected accounts Account ~  Status Action

Act

(4]
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18. Type in the email address and password for your MassBay Google
(@post.massbay.edu) account

Connect your email account

Email address®

mlyons@post.massbay.edu

Password *

EERAEEREEREEE

oK Cancel

19. If you receive this Unsecured Connection error (see screen shot
below), choose “Skip”

Unsecured connection

A secured connection couldn't be astablished to this sccount. Not all providers offer secured connections.Click OK to try an unsacurad connection, Click Skip to configure your account sattings.

Back Skip OK Cancel
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20. Select “POP connection settings” (if not already selected), then
click OK

/_ - - - — - . — §
Yy v Yy Falala = +1 4
I\_ | ]':_\_;1_.-‘;3"._‘_" W -._-'L“ L '-._'II e i LY Il.-:IT-'
o |
Ve couldn't connect to the server for your other account. Please click the Back button and make sure that you
entered your email address and password comrectly
hey're correct, make sure POP or IMAP access 15 turned on for your other account. Leam more
f the problem continues, go to POP or IMAP settings to configure the settings for your connected accou
°® POP connection settings
AP connection setting
Back oK Cancel

21. Please enter the account information as follows:

Display Name: Name as you wish for it to appear on your Emails
Email Address: Your Google (@post.massbay.edu) email address

Username: Enter the same email address as you did for Email
Address
Password: Password for your Google (@post.massbay.edu) email

Incoming Server:

Authentication:
Encryption:
Port:

address

pop.gmail.com
Basic

SSL

995
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Account information

Display name*

| W ] 1
e
Michael Lyor

15

Email address™

| == e P
I""I‘, oNs T PpOst. .'T'.:‘.-,\_b:‘-,.'.r:-_.L..

Username ™

mlyons @post massbay.edu

Password ™
Leave 2 copy of messages on the server

Server information
Incoming server™
pop.gmail.com
Authentication
Basic b

Encryption

LA
4

Port™

-
s
i

22. If you have entered everything correctly you will see the
following screen (image below). Your GMAIL is being imported into
your email. The time it takes depends on how much email you are
migrating, the speed of your internet connect, and several other
factors - be patient.

YOour email account

OK




