HOPE COLLEGE Prepared by CIT

HOLLAND, MICHIGAN 49423 X7670 / cit@hope.edu

Moving saved messages and addresses from a

1HOPE email account to a Gmail account

These instructions outline the steps for creating a new Gmail account and moving your
saved messages and contacts from 1HOPE to it. For information on how to move
saved items to an account with an employer or other provider, consult that
organization’s instructions or IT department (this document may be helpful).

If you already have a Gmail account, skip step 1.

Step 1: Create a new Gmail account

1. Go to http://mail.google.com Gl"l | Creste  Googie Account - G

2. Click on Sign up for Gmail
. Create an Account
3. Fill out the Create an Account and
. Your Google A it to Gmail and other Googl I Iready h, Google A it,
C“Ck the I accept Create my CED:TSi :D‘aier;tﬂuﬂ gives you access to Gmaill and other (so0gle seraces ‘you already have a soogle Account, you
account. button at the bottom of the
page- Get started with Gmail
First name:
Last name:

Desired Login Name: @gmail.com
Examples: JSmith, John_Smith

check availabilty! |

Choose a password: I Password strength:

Minimum of & characters in length

Re-enter password:

Word Verification: Type the characters you see in the picture below.

sk
&

Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered above
(feel free to change anything you like), and review the Terms of
Senvice below.

Printable Version
Google Terms of Service

Welcome to Google!

1. Your relationship with Google -
»

By clicking on 'l accept’ below you are agreeing to the Terms of
Senice above and both the Program Policy and the Privacy Policy.

| | accept Create my account. |

/'
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Step 2: Move email messages from 1HOPE to Gmail

1. Log in to your IHOPE account and click Settings in the top right corner.

2. Go to the Forwarding and POP/IMAP e e et e omarting ena ormins o

| Settings | Older version | Help | Sign out

Wab Clips
tab and select Enable POP for all mail Forsarding: @ Disaieforvarding
. copy ol meomang mad ts emal address and keep Hops Collge's copy m the kabex -

then Cl ICk Sa.Ve Ch an g €s. Tip: Yo can also forward only some of your mail by creating 3 e

POP Download: 1. Status: POP js disabled

Lesn maore 8 Enable POF for all mail

/ Enable POF enly for maill that arrives from now on
2, Wihon messages are acoessed with POP | keep Hope Callege's copy in the Inbax -

3. Configure your email client (e.g. Outlook, Eudora, Metscape Mail)
Confgquration instructions

IMAP hccuss: 1. Status: IMAP is disabibed
acuam v Coleg B Stw e iy M

o= =2

T ey o 1A

your small cliant (5.9, Outisok, Thundarbird, iPhosa)
o instnactions

Gancel | | Save Ghanges

—

3. Log out of your 1HOPE 5(::1::! Accounts Labele Filtars Fonwarding and POPAMAP Chat Wb Clipe

account. Log in to your new B s o e e —— shih
Gmail account and click on L) e e A

Settings in the upper right Sy gy by s ooty Gt o

corner. Click on the Accounts

Add sdditions! storage: You are currently wsing 0 MB (0%) of your 5464 MB.

tab and Se|eCt Ad d an Oth er Masad mare space? Uparade your storans
m ai | accou nt ‘:,. mail rm.: g:}ll!l.-r accounts: O el
' Lesin move '\
Google Account settings: Visit your Goegle Account settings to reset your password, change your secuity question, or leam about access to other google
senices
Have your own domain? Use Gmail with your domain for free. Leam more

4. In the Email address box enter your full
Hope College address (including
@hope.edu) then click Next Step. Email address: joe dutch@hope edul

Add a mail account

Enter the email address of the account to get mail from
(Mote: You may add 4 more accounts)

[ Cancel ][ Next Step » ]

Add a mail account you own

5. F|" in the resulting fle|dS as fO||0WSZ Enter the mail settings for joe.dutch@hope.edu. Leam more
Username = your full Hope College address B T
(InC|UdInq @hODeed u) Username: |jne dulch@hope. edu
b ;

Password = your 1HOPE password Fassnord: [seees=-s
POP Server = pop.gmail.com POP Server: | pop.gmail.com Port: [935 =

— ™ Leave a copy of retriaved message on the server. Laarn mara
Port - 995 I Alwaya use a secure connection (5510 when retrieving rail
Select Always use a secure connection (SSL) Leam more -
When retrieving ma|| ™ Label incoming messages: joe.dmch@hupe.eduj
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W Archive incoming messages (Skip the Inbox)

Select Archive incoming messages (Skip the
Cancel mEIéck"l AddAl:l:uunt»l

AN
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Inbox)
Click the Add Account button

Your mail account has been added.
6. Select No then click the Finish button. You can now retrieve mail from this account.
Would you also like to be able to send mail as | @hope.edu?

Yes, | want to be able to send mail as [N @hope.edu.

Finish

Messages will now be moved from your 1HOPE account to the new account.
Please note that they will be moved (not copied) and as such will no longer be
accessible in 1HOPE. Also, as the transfer proceeds it may take several hours for
the messages to show up in the new account.

Step 3: Copy contacts from 1HOPE to Gmail

1. Log in to your IHOPE account and click on Contacts on the left side. \

2. Click Export in the top right Compess Mal ¢ 8 IR Sonech canme tmpert] Expert | Fo

corner.

Export
Export your contacts so you can transfer ther to other accounts or save them offline.

Who do you want to export?

& Only |My Contacts j

3. Select Google CSV and click the Export 5 Evoriire Al Bartacts]

button. Save the file to your desktop or another
convenient location.

What format would you like to export to?

& Google's CSY format (for importing into anather Google account).
© Outlook's CSY farmat (for importing into Outlook or other applications).
" yCard format (for importing into Address Book or other applications).

4. Log in to your new Gmail account and click Contacts on the left side.
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5. Click Import in the upper-right corner, then click the Choose File button. Select the file you previously

saved to your desktop or other location, then click the Import button. \
Compose Mail | + & ‘ | + & | | \ Search contacts | \ Import | Export | Print
Inbos Import
Stared T . ; ’
Chats § We support importing contacts in the C3% file format (Comma Separated Walues). For best results, please
TR use a CSY file produced by Outlook, Qutlook Express, Yahoo!, or Hotmail. For Apple Address Book, there is
Sent hail a useful utility called "Ato G"
Drafts

Flease select a file to upload

All Mail
\ Spam (2942} Choose File |No file chosen

Trash

7 7 Alzo add these imported contacts to: |New graup... j

Contacts
Irmport

\
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