SETUP 
Go to sent items in “old” email and copy one of your signatures. 

Login to Google with Denver (@denver.k12.ia.us) account. To get to it…..
gmail.google.com


Go to Settings…..
[image: ]
Settings - Signature - Copy from a sent email in “OLD” mail and paste in. 
[image: ]
Settings - Pop/IMAP Downloads[image: ]
	IMAP Access - ENABLE (This will be for the Mail.app and for phone use)
	[image: ]
If you need to find instructions on getting your email setup on another machine or email client, look for this link…..
[image: ]

Mail app….
(If you see a prompt to add an account when you open Apple Mail, skip to step 5:)
[image: ]
1. Open the Mail app on your computer.
2. Select the Mail menu at the top, and then Preferences.
3. Open the Accounts section.
4. Click the + button in the bottom corner.
5. Choose Google.
6. Type your name.
7. Type your full email address 
a. Students = FMLastname##@denver.k12.ia.us  (## = Grad year)
b. Staff = FLastname@denver.k12.ia.us
8. Type your password. 
9. Click Set up.
10. Make sure Mail is selected and click Done.


· Incoming Mail (IMAP) Server - Requires SSL
· imap.gmail.com
· Port: 993
· Requires SSL:Yes
· Outgoing Mail (SMTP) Server - Requires TLS

· smtp.gmail.com
· Port: 465 or 587
· Requires SSL: Yes
· Requires authentication: Yes
· Use same settings as incoming mail server

· Full Name or Display Name: [your name]
· Account Name or User Name: your FULL Gmail address (username@denver.k12.ia.us).
· Email address: your FULL Gmail address (username@denver.k12.ia.us)
· Password: your Google password


TIPS….
ARCHIVE, instead of Delete…..
[bookmark: h.y8mi5rz7nu3l]Why archive, instead of Delete?  https://support.google.com/mail/answer/6576?hl=en&ctx=mail
· Clean up your inbox by getting messages out of your way.
· Archived messages stay in your account in case you need to find a phone number in someone’s signature or you become famous and write a memoir.
· When you delete a message (instead of archiving), it will be automatically and permanently deleted after about 30 days.

Distribution Groups - 
All (staff / students / everybody), All staff, high school, middle school, elem, 
	Will be tweaked as needed. Not all students will be able to post to all lists. Will adjust as we go along and as needed. 


Old email will still be “available” until summer. Watch from what account you are “Sending” from. If it will not go out, it you may be using the old server. 

To “COPY” your old folders (MAILBOXES) to new Gmail, 
	within the MAIL.APP, click and drag…..all there is to it. 

CONTACTS - 

Applications - Contacts.app
	Select contacts to export - Command to select some, Shift to select a range, Command + A to select ALL[image: ]
Go to File - Export - Export to vCard
[image: ]

Make note of file name and location. Go to Contacts, [image: ]

and on left hand side, Import Contacts. 

[image: ]

Choose your contacts file from before. 
[image: ]



You can also browse the school directory….

[image: ]



image17.png
Settings

General Labels Inbox Accounts Filters POP/IMAP Download Chat Labs Offline Themes

When | mark a message in IMAP as deleted:
(s) 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

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 *

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Save Changes Cancel
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Create contacts for auto- (¢) When | send a message to a new person, add them to Other Contacts so that | can auto-complete to them next time
complete: ) I'll add contacts myself
Signature: ) No signature
(appended at the end of all outgoing @
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Chris McCarville

Technology Director

Denver Community School District
520 Lincoln Street

Denver, 1A 50622

319-984-5920
cmccarville@denver.k12.ia.us

CONFIDENTIALITY NOTICE: This e-mail communication, including attachments, is covered by the
Electronic Communications Privacy Act, 18 U.S.C. 2510-2521, is confidential, and may be legally
privileged and exempt from disclosure under applicable law. If you are not the intended recipient or
believe you received this communication in error, pleasereply to the sender indicating that fact and
delete the copy you received. In addition,retention, dissemination, distribution, copying, or otherwise
use of the information contained in this communication is strictly prohibited unless expressly
approved by the sender. Thank you.

# Insert this signature before quoted text in replies and remove the "--" line that precedes it.
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Learn more
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) Enable POP for all mail
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2. When messages are accessed with POP  keep Denver Community Schools Mail's copy in the Inbox

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions

Status: IMAP is disabled

) Enable IMAP
(o) Disable IMAP

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Save Changes | | Cancel |
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IMAP Access: Status: IMAP is disabled
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Learn more

When | mark a message in IMAP as deleted:
(s) 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

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 *

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Save Changes Cancel




