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Introduction
Your domain email address can be accessed using any mail program, including Gmail.
The advantages of using Gmail are:

e The interface may be familiar to you if you are already using it

e Your email can be accessed from any online computer or device

e You receive 15 Gb of storage per mailbox, which is useful if you want to store a
large amount of mail without incurring disk over-usage charges

Setting Up Your Domain Email

Note that you will need access to your Gmail address (example@gmail.com) to verify
the setup of your new domain email address.

1. Browse to Gmail and log in.
2. Select the Settings icon from the top right menu, then choose Settings from the
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o %‘L
L

Display density:
v Comfortable

Cozy
heck out the T
Compact

useful. And mg
Configure inbox

nbox are long

Themes

Send feedback
Help

Setting up your Domain Email in Gmail | Page 2



3. Select the Accounts and Imports tab.
4. Select Add a mail account.

Google
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Forwarding and POP/IMAP hat Labs ine  Themes
Inbox (2)
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Important settings: Change password recovery options
Sent Mail Other Google Account settings
Drafts Import mail and Import from Yahoo!, Hotmail, AOL, or other webmail or POP3 accounts.
> Circles ?“m: Import mail and contacts
Personal iz
}resﬁ : Send mail as: John Smith <john.smith@gmail.com> edit info
ravel Gmail from
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5. Enter your Email address and then click Next.

[ N Gmail - Add a mail account
@ https://mail.google.com/mail fu/1/7ui=2&ik=eect TeabB2&view=ma
Add a mail account
Enter the email address you would like to add.

Email address: jchn@example.com E—

e ()

r,

6. Select the second option (Import emails from my other account POP3), and click
Next.
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L O Gmail - Add a mail account
# https://mail.gocgle.comfmailfu/1/?ui=2&ik=eect 1eabB9&view=ma

Add a mail account

You can either import emalls from test1@wencke.co.za lo your Gmail inbex, or link the
accounts using Gmailify, With Gmailify, you keep both email addresses but can manage
emails from both using your Gmail inbosx. More about Grailify

Link accounts with Gmailify
Gmailify iz not available for this provider.
D  Import emails from my other account (POP3)

cancel «ace ((next» )

Gmail will automatically add certain settings, but it is advisable to check the
following:

That the user name is the full email address

The password is included

That the POP server has the prefix “mail.” before your domain name
Other settings may be checked according to your personal preference
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7. Select Add Account.

| NN | Gmail - Add a mail account
i https://mail.google.com/mail/u/1/?ui=2&ik=eect 1eab898view=ma

Add a mail account
Enter the mail settings for johni@example.com. Learn more

Email address: john@example.com
Usemame: johngiecampie.com
Password: s |
POP Server: mail.example.com For: 10 |
Leave a copy of retrieved message on the server. Learn more

Always use a secure connection (SSL) when retrieving mail.
Leamn mose

Label incoming messages: john@example.com [
Archive incoming messages (Skip the Inbax)

Cancel  «Back | Add Account »

Your account has now been set up to receive your domain email.
You can now continue to set up the account to send mail from your domain.
8. Select the “Yes” option, and then click Next.

| N | Gmail - Add a mail account
@ https://mail.google.com/mailiuf1/?ui=2& k=eect 1eabB898&view=ma ¥

Your mail account has been added.

You can now retrieve mail from this account.
Would you also like to be able to send maill as john@example.com?

D es, | want fo be able to send mail as john@example.com,

NG (you can changa this later)
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9. Untick the “Treat as an alias” check box, and click the Next Step button.
L N Gmail - Add another email address you own
& hitps://mail.google.com/mail fu/1/?ui=2&ik=eect 1eab89&view=cflcimf=true...

Add another email address you own

Enter information about your other email address.
(your nasma and email acdress will ba shown on mad you sand)

Mame: John Smith

If you want to send mail through your SMTP server, select the second option.

Why do | need to do this?

Gmail's default setting is to use the Gmail SMTP servers to send mail.
This works, but is not recommended, because Gmail servers are more
likely to be blacklisted for spam abuse, and certain mail servers will not
receive mail from domains that are not associated with the particular
server. It is therefore recommended that you set up your SMTP server.

e Gmail - Add another email address you own
@ https://mall.google.com/mail/u/1/?ui=2&ik=eect 1eabl08view=cf&cimf=true...
Add another email address you own
Send mail through your SMTP server?

When you send mail as john@example.com the mail can either be sent through Gmail
or through example.com SMTP servers.

D Send through Gmail (easier o sat up)
(' Send through example.com SMTP serverg)Leam more

Cancel « Back | Mext Step » |

The current dialogue box opens to enable you to add the SMTP details.
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[ R ) Gmail - Add another email address you own

& https://mail.google.com/mail/u/1/?ui=2&ik=gect 1eabdS8view=cflcimf=true...
Add another email address you own

Send mail through your SMTP server?

When you send mail as john@example.com, the mail can either be sent through Gmail
or through example.com SMTP servers.

Send through Gmail (easier to set up)
D Send through wencke.co.za SMTP servers Leam more

SMTF Server. smip,mmmple.com

- B&T E
Usemame: jshniaxample.com
Fm:[lmm

D Secured connecticn using 115 (recommended)

Secured connection using SSL
S

10. Ensure that:

e The SMTP Server has the prefix “smtp.” Before your domain name
The Username is the full email address

e The password is included
11. Select Add Account.

Gmail checks the credentials provided, and then opens the following dialog box:

| N ] Gmail - Add another email address you own

@ https://mail.google.com/mailfuf1/?ui=2&ik=eect 1eab898view=cflcfmf=tr.. ¥
Add another email address you own

Confirm verification and add your email address

Congratulations, we successfully located your other server and verified your credentials,
Just ane more step!

An email with a confirmation code was sent 1o johng@example.com. [Resend email]
To add your email address, do one of the following:

Click on the link in the IJIR Enter and verify the confirmation code
confirmation email

I Warify

Close window

12. Open your Gmail mailbox (example@gmail.com) and click the link in the
confirmation email.

Congratulations! You have successfully set up your domain to be accessed by Gmail.
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