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1) What Is Google Apps Email Account?

Google Apps is a web service from Google that integrates your domain with several Google products
including: Gmail, Google Calendar, Chat, Talk, and Google Docs. These applications empower you to
communicate, create, and collaborate easily and efficiently with your customers and your staff
members. Since all the applications are kept online, there is nothing to download, and you and your
staff members can access their Email Accounts from any internet enabled computer.

Using your domain, Google Apps Email enables you to create your own user email accounts
(myname@mydomainname.com) which are hosted on Goggle apps servers. You get 2 GB of space
per account for up to 100 users. The Ashi Avalon Team has created and integrated Google Apps with
your company’s Domain Name. By default, we have created Google Apps Admin and 3 other User
Email Accounts for your company.

Please click on or copy & paste the below link into your browser address bar for viewing a
Presentation on Google Apps Overview & Email Setup Guidelines.

http://docs.goodle.com/TeamPresent?docid=dndp95b_622chnwjga&skipauth=true

2) What Is MS Outlook?

Microsoft Outlook or MS Outlook is a personal information manager from Microsoft, and is a part of
the Microsoft Office suite. As a personal information management tool, its purpose is to facilitate the
recording, tracking, and management of personal information such as Emails, Notes, Address Books,
Task Lists, Calendar, Reminders etc.

Primarily it is used as an Email Application where you can access your POP3 (Post Office Protocol),
IMAP (Internet Message Access Protocol) and client access (MAPI) to Microsoft Exchange Email
Accounts as well as other web based Email Accounts such as Hotmail, Yahoo, Gmail etc.

3) How To Integrate Your Google Apps Email Accounts With MS Outlook?

You can integrate your Google Apps User Email Accounts with your MS Outlook by following the
below outlined steps. This is a two way process which initially requires changes in the settings of
your Google Apps Email Account and then subsequently the configuration of that Email Account in
your MS Outlook. Please note we have used Outlook 2003 for our presentation, if you are using a
different version of MS Outlook — the procedure is similar.
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4) How To Change Settings of Your Google Apps Email Accounts?

You need to follow the following procedure to change the settings of your Google Apps User Email
Account to receive and send messages through MS Outlook for a particular Email Account.

Step 1 of 3
Getting Started With Google Apps Email User Account:

Ashi Avalon has already customized your Google Apps Email Home Page with your Company Name &
Logo. To Check your Emails, please open your Google Apps Login Page by entering your Domain
Name followed by Zemail in your web browser.

www.MyDomainName.comZemail

{= ASHI JEWELRY - Windows !nternet Explorer.

@;‘/ - | WA ASHIIEWELRY, COM{EMAIL V| 4 | +5| %
e dlr IASHIJEWELRV I_I - B - &= -

G Welcome to ASHI JEWELRY

Less spam, plenty of space and access from anywhere.
Sign in to your account at

ASH JEIELRY Welcome to your email for ASHI JEWELRY. powered by Google, whers email is more intuitive, efficient and
Username;l,e\[]pu-]”\] useful.

@ashijewelry.com * [eep unwanted messages out of your inbox with Google's powerful spam blocking technology

F'aSSWDI’d:|--o.-----.

+ Keep any message you might need down the road, and then find it fast with Google search
[] Remember me on this ) o
computer. « Send mail, read new messages and search your archives instantly fram your phone

MNew! One-stop information sharing with Google Sites

| cannet access my account Building a site is as simple as editing a document, and you don't need anyone’s help to get started.
Check out these example sites: Company intranet, Team project, Employee profile. Classroom

***PLEASE BE CAUTIOUS WITH CHANGING ANY SETTINGS WHEN
ACCESSING THE ADMIN ACCOUNT ON THE GOOGLE APPS***
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Step 2 of 3
To Get To The Settings Page Of Your Google Apps Email Account:
After signing in, you will be logged into your Email Inbox. Here you will find all the email features of

Gmail and along with this; you will also get the links to Manage this Domain, Settings, Help and Sign
Out.

glendar  LOCUMEris More » \}i adming@ashijewelry.com | Manage this dornain | Settings | Help | Sign out

il
G@ |[ Search Mail ][ Siearch the YWeb ]W

Compose Mail CMM.com Recently Published/Updated - CHN Student Mews: Ten Guestions - 5 hours ago web Clip |<| |> || Customize

Inbox [ Archive | [ Reportspam | [ Delete | |M0re actions... v | Refresh 1-10of1

Mﬁ Select: All, Mone, Read, Unread, Starred, Unstarred

Chats &7
Se:isMa\I [ Grail Team Gmail is different. Here's what you need to know. - Messages that are easy to fin... Moy 12

Drafts
All Wail

Spam
rash

—

Contacts

~ Guiek LariEms [ Archive ] [ Report Spam ] [ Delete ] ’W‘ 1-10f1
Search, add, or invite
Select: All, Mone, Read, Unread, Starred, Unstarred
@ DAYID PARKER
Set status here »

Mow you can use ASHI Jewelry in more languages!  Learn rmore

talk
Q You are currently using 0 MB {0%) of your 4913 MB.

Chats are saved ASHI Jewvelry vievy: standard with chat | standard withiout chat | basic HTML Learn more

and searchable. @007 Google - Terms of Use - Privacy Policy - Program Policies - Google Home
Learn more
Povweered by GO[Jg[e

Upon clicking the Settings link, the window displays the Settings page. This page opens by default
with the General Tab. Links for other Tabs are also available.

StartPage Mail Colender Documents mores \ admin@ashijewelry.com | Manage this dormain | Settings | Help | Sign out
G@ \ | I Search Mail ] [ Search the Web M
# reate a filter
Compose Mail Settings
Inbox General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips
Starred ¥¢
Chats &2 Language: ASHI Jewelry display language:| English {US) hd
Sent Mail . .
Dirafts Maximum page size: Show conversations per page
Al Mail
Spam Keyboard shortcuts: & Keyhoard shortcuts off
Trash Learn more O Keyboard shortcuts on
Lontacts My picture: Select a picture that other ASHI Jewelry users will see when you email them.
Learn rore

¥ Click Contacts

Search, add, or imvite Contacts’ pictures: @ Show all pictures

©® DAVID PARKER Leamn more ) Only show pictures that I've chosen for my contacts- Pictures your contacts select for

Set status here w themselves will not be displayed

@ Signature: ® No Signature

(appended atthe end of all outgeing O

Chats are saved mesages)
and searchable.

Learn mare
EILL FOSTER
CATHY HUDSON
ECOMMErce Personal level indicators: & No indicators
MARTIMN ShITH S i o i A b R e e iR S
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Step 3 of 3

Open The Forwarding & POP/IMAP Tab Of Your Google Apps Email Acct:

Upon opening the Forwarding and POP/IMAP tab link, the window displays three sections on this
page. You can select either ‘Enable POP for all mail’ in the POP Download section or Enable IMAP in
the IMAP Access section. After the desired selection, you need to save the changes.

[EriPace Wal Calendar Documerts mores admin@ashijewelry.com | Manage this domain | Settings | Help | Sign out

G@ | \\ H Siearch Mail ][ Search the YWyeh %‘M

Compose Mail Settings
Inbox {2} enera ccounts Lablels Filters Forwarding and at eb Clips
G 1 A L Eil F ling and POP/IMAP  Ch Web Clip
Starred ¥¢
Chats & Forwarding: ® Disable forwarding
Sent Mail O Forward a copy of incoming mail to
Dirats and ‘ keep ASHI Jewelry's copy in the Inbox v
Al bail
Spam Tip: You can also forward only some of your mail by creating a fitter!
Tiash PQP Downloead: 1. Status: POP is disabled
Contacts Learn mare (O Enable POP for all mail

. Enable POP only for mail that arrives from now on
w Cick Contacts © Y

Search, add, or invite

@ DAYID PARKER

2. When messages are accessed with POP

Set status here w 3. Configure your email client (g.0. Outlook, Eudora, Metscape Mail)
- Configuration instructions
@
IMAP Access: 1. Status: IMAP is disabled

Chats are saved (acoess Bmail fram ather @ Enable IMAP
and searchable. E':;:]”:r']ggr;mp) O Disable IMAP

Learn mare EeEILIEES 1 =T Al A

— 2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
BILL FOSTER Configuration instructions
CATHY HUDSOM
EACEQTTI\TE;’IITH [ Cancel ] | "Save Changes |

Meelesh Ghosalkar
Add contact Showe all

Note that you can choose to enable both POP and IMAP at the same time. Which method you
actually use will depend on how you configure your email client or MS Outlook.

Please Note: Do Not Change Any Other Settings.

Once you save the changes, you will be directed to your Email Inbox and a confirmation message for
the changes will appear on the top of the screen.
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How to Choose IMAP or POP?

IMAP: (Internet Message Access Protocol) is a standard protocol for accessing email from your local
server. IMAP (the latest version is IMAP 4) is a client/server protocol in which e-mail is received and
held for you by your Internet server. You (or your email client) can view just the heading and the
sender of the letter and then decide whether to download the mail. You can also create and
manipulate multiple folders or mailboxes on the server, delete messages, or search for certain parts
or an entire note. IMAP requires continual access to the server during the time that you are working
with your mail. IMAP can be thought of as a “remote file server”.

Using IMAP, after downloading your email, the messages remain on the Gmail server (unless you
choose to delete them using your preferred email client). When you create folders for storing mail in
your email client, those folders will be replicated on the Gmail server. The advantage of IMAP is
being able to retrieve your mail on any machine using any standard email client, including MS
Outlook.

POP3: (Post Office Protocol 3) is a less sophisticated protocol where your mail is saved for you in a
single mailbox on the server. When you read your mail, all of it is immediately downloaded to your
computer and, except when previously arranged, no longer maintained on the server. POP3 is
designed to delete mail on the server as soon as the user has downloaded it. However, some
implementations allow users or an administrator to specify that mail be saved for some period of
time. POP can be thought of as a "store-and-forward" service.

Using POP3, after downloading your email, the messages are removed from the Gmail server. When
you create folders for storing mail in your email client, those folders will be on your machine, and
not on the Gmail server. The advantage of POP3 is being able to maintain your emails on your own
machine without storing them remotely.

POP3 and IMAP deal with the receiving of email from your local server and are not to be confused
with Simple Mail Transfer Protocol (SMTP), a protocol used for exchanging email between points on
the Internet. Typically, SMTP is used for sending only and POP3 or IMAP are used to read email.

Note that you can choose to enable both POP and IMAP at the same time. Which method you
actually use will depend on how you configure your email client. The decision of which protocol to
use is completely up to you.

Ashi Avalon recommends that you use the IMAP Protocol for its enhanced
features as well as the ability to access & synchronize your emails on multiple
devices.
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5) How To Configure Your Google Apps Email Account in MS Outlook?

Once you change the settings of your Google Apps User Email Account by following above steps, you
are required to configure that Email Account in your MS Outlook.

In this presentation, we are integrating Google Apps Email Account with MS Outlook 2003 whereas
you can also configure your Email Accounts with other versions of MS Outlook.

Step 1 of 6

Open MS Outlook:

First, you will need to open your MS Outlook. You can configure your Google Apps Email Account
along with any other existing POP3 email accounts already configured in your MS Outlook. Then you
will need to click the Tools menu, and select E-mail Accounts...

& Outlook Today - Microsoft Outlook |.L”.Elrg|
File Edit Wew Favorites | Tools | Actions Help -
Hinew ~ & f_jSendJ’Reg SendfReceive 3 . @ = .
@ <5 ack Address Book...  ChrHShift+EB

v B

Rules Wizard. ..

<SBack - - G

Tools on the ‘Web. ..

E-mail Accounts. ..

Custamize. ..

Calendar Tasks Messages
Options...
[ ¥ Inbox 27
Drafts o
Cutbos 0
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Step 2 of 6

Add A New Email Account:

On clicking E-mail Account..., a popup window will appear containing two sections — E-mail and
Directory. In the E-mail Section, you will need to choose ‘Add a new e-mail account’ option and then
click the ‘Next’ button.

E-mail Accounts

E-mail Accounts
‘You can change the e-mail accounts and directories that Outlook uses.

E-mail
(* Add a new e-mail account

™ Yiew or change existing e-mail accounts

Directory
" Add & new direckory or address boak,

" Wigw or change existing directories or address books

Step 3 of 6
Server Type:

A list of different Server Type will appear and you need to choose POP3 or IMAP and click the ‘Next’
button. Your choice of POP3 or IMAP will depend on your selection in settings of your Google Apps
Email Account.

E-mail Accounts

Server Type
“fou can choose the bype of server your new e-mail acount will work with, :

" Microsoft Exchange Server
Connect ko an Exchange server to read e-mail, access public folders, and
share documents,

" poP3
Connect to a POP3 e-mail server to download
your e-mail.

* IMAP
Connect ko an IMAP e-mail server ko download e-mail and synchronize
mailboz Folders,

" HTTP
Connect to an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders.

" Additional Server Types
Connect ko another workgroup or 3rd-parky mail server.

< Back

Cancel
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Step 4 of 6

E-mail Account Information:

You will need to give your E-mail information related to User, Logon, and Server etc.

E-mail Accounts

Internet E-mail Settings (IMAFP)

Each of these settings is required ta get wour e-mail account working. P
User Information Server Information
our Mame: |DFW'ID PARKER Incoming mail server (IMAP): |I|'\"|F\F‘.GMF\IL.COM

E-mail Addrass: |P.DMIN@P.SHIJEWELR\‘ CO Qutkgaing mail server (SMTP): |5M‘|'p GMAIL.COM

Logon Information

User Name: |ADMIN@ASHLIEWELRY, CO

Password: |********

v Remember password

[~ Log on using Secure Password
Authentication (SPA) More Settings ..
< Back | Mest » | Cahcel |

Please fill in all necessary fields to include the following information:

User_Information

Your Name: Enter your name as you would like it to appear in the
“From:” field of your outgoing messages from MS Outlook.
Email Address: Enter your full email address (username@yourdomain.com)

Server Information (Please Note: These are fixed fields & not variable)

Incoming mail server (IMAP): imap.gmail.com 7/ if (POP3): pop3.gmail.com
Outgoing mail server (SMTP): smtp.gmail.com

Logon_Information

User Name: Enter your Google Apps Email User Name (username@yourdomain.com)
Password: Enter your Google Email Password (also check the ‘Remember password’ box)
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Step 5 of 6

More Settings...:

After entering all required information, you need to change your Outgoing Server and Advanced
Settings by pressing ‘More Settings...” button. On pressing this button, another pop up window will
appear which displays the General tab by default.

You will need to click the Outgoing Server tab and check the box next to My outgoing server
(SMTP) requires authentication and select Use same settings as my incoming mail server.

Internet E-mail Settings

General  Dutgaing Server Connection] Advanced]

¥ 1y outgoing server (SMTP) requires authentication:

% Use same settings as my incoming mail server

" Log on using

™

Ok | Cancel |

And then click the Advanced tab, and check both the boxes next to the Incoming Server (IMAP) /
(POP3) and Outgoing Server (SMTP): This server requires a secure connection (SSL).

Upon checking the first check box, the number will change to 993 for IMAP and 995 for POP3.
You will need to manually enter 465 in the Outgoing server (SMTP) box.
Then press the ‘Ok’ button.

Internet E-mail Settings

General] Outgaing Server] Connection  Advanced l

Server Pork Mumbers

Incoming server (TMAP): 993 Use Defaulks

[w This server requires a secure connection {5503
Qutgoing server (SMTP: 465
[w This server requires a secure conneckion (5500

Server Timeouts
Shork

F—— long S minutes

Folders

Root Folder path: |

| Cancel
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Step 6 of 6
Finish:

After step 5, you will need to press the ‘Next’ button on the Email Account Information page of the
pop up window.

E-mail Accounts

Internet E-mail Settings (IMAFP)

Each of these settings is required ta get wour e-mail account working. P
User Information Server Information
our Mame: |DFW'ID PARKER Incoming mail server (IMAP): |I|'\"|F\F‘.GMF\IL.COM

E-mail Addrass: |P.DMIN@P.SHIJEWELR\‘ CO Qutkgaing mail server (SMTP): |5M‘|'p GMAIL.COM

Logon Information

User Name: |ADMIN@ASHLIEWELRY, CO

Password: |********

v Remember password
[~ Log on using Secure Password
Authentication (SPA) More Settings ...
< Back | Mest » | Cahcel |

You will then receive a confirmation message for a successful setup.

E-mail Accounts

Congratulations! @

You have successfully entered all the information required ta sebup your account,

Ta close the wizard, click Finish,

Upon clicking the ‘Finish’ button, your MS Outlook will display your newly added Google Apps Email
Account in the Folder List and you will be able to send & receive your Google Apps Email Messages
through your MS Outlook.
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In case of any queries, Please feel free to contact us at the email given below:

ASHI-ECOMMERCE@googlegroups.com

Thank Youl!

AVALON

SSOL.UTI O
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