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1 EXECUTIVE SUMMARY

Starting January 2010, CAIMES PTY LTD is recommending Google Apps Domains (Gapps) standard
version for all our clients e-mail systems.

Gapps is a web based e-mail, calendar and simple document store system developed by
Google to cater for the commercial market. Gapps is similar to gmail, however with more features
and specifically designed for the commercial market given it allows for the use of any registered
domain.

Gapps can be configured to be used alone, or in connection with any locally install e-mail client like
outlook. We are finding more and more of our clients opting to use the Gapps web based utility
rather than using a locally installed copy of outlook to send and receive e-mails.

This document has been created to assist clients in understanding the configuration steps/changes
needed to setup their e-mail on their PC/laptop.

The information and screen shots within this documentation are based on Mr. John Citizen. Please
ensure to ONLY use this document as a guide and replace relevant information relating to your e-
mail address or domain name.

The document contains 3 sections to assist you in initialising your new Gapps account and setting
up your outlook client installed on your PC/Laptop:

1.1 GAPPS ACCOUNT INITIALISATION:

Once you receive the text message containing the password and webmail URL, it
is essential to log into the web based system to initialise your account prior to
making changes to your outlook client.

Initialising your account will also give you the opportunity to change your
password.

Refer to section 2 within this document, for further information and screen shots
relating to account initialisation.

1.2 CHANGING EXISTING OUTLOOK ACCOUNTS:
If you have a pre-existing e-mail account prior to the move to Gapps then
complete the steps within this section after initiasing your Gapps account.

Refer to section 3 within this document, for further information and screen shots
relating to making changes to an existing e-mail account within outlook.

1.3 CREATING A NEW ACCOUNT IN OUTLOOK:
If you need to create a new e-mail within outlook as part of your Gapps account
then complete the steps within this section after initialising your Gapps account.

Refer to section 4 within this document, for further information and screen shots
relating to creating a new e-mail account within outlook.
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2 GAPPS ACCOUNT INITIALISATION

Once you receive the temporary password, it is essential for you to login to the web based e-mail
system within 48 hours to initialise your account.

As part of initialising your account the system will prompt you to change your password.

Note:
CAIMES PTY LTD.

The following information and screen shots are based on Mr. John Citizen working for

Please ensure that you replace the names and domain information accordingly.

= Open your web browser

= Enter the URL supplied to you
In this sample the url is
mail.caimes.com

= Enter the login name
this is all the characters
preceding the "@” in the e-mail
address

= Enter the temporary password
this is all the characters
preceding the "@” in the e-mail
address

= Select sign in

Once you have signed in the system
it will prompt you to change your
password and initialise the account

= Enter new password

= As part of system authorisation,
enter the unique letters within
the supplied image

= Select I accept create my
account

) Google Apps - Mozilla Firefox EEX

File Edt Wew Hstory Bookmarks Tools  Help

e -c & ETEET ot confogeanes enservictoghserveamcrandozeneny 17 - [23- 2
[ | Genersl || Bulding || Clients || Study [ Work | Vendors | | SP | Google || Web | | Blueprirt & Jststar By antas 9 Search M maps
*§ Google Aipps

GOUgle Google Apps for CAIMES

Powerful communication and collaboration tools for your organization
Sign in to manaos
CAIMES The right tooks can make projects faster and easier. Whsther you'rs working with coleaguss, doing a
‘school project, or coardnating with your graup, Google Apps saves you lime and trouble.

Username: john | & Collaborate more effectively with shared calendar and documents

caimes.com
i ® Aiooess your data from anywhere, even from mobile devices
Fassword: [ ssewesse | ® Ho software or hardware to install and maintain

[ Stay signed in If you are @ Google Apps administrator, sign in here for the cortrol panel

Can't acoess your assount?

Hew! One-stop informatien sharing with Google Sites
Building = sit= s &s simple s editing a dacumert, and you don't need anyone's help to get started
Check out these example sites: Company intranet, Tean projsct, Employee profile, Classtonmn

G2010 Google  Privacy Palicy - Tetme of Senice Powered by Google

Dane 1o

K% CAIMES - Mozilla Firefox

Fie  Edi Yew Hstory Bookmarks Tools Help

@B c « CIrEEm T ————

LI General || Bulding | Clients || Study || work || vendars ||

—CPanel v | 128 y-

s Google | web || Bueprnt o Jetstar b Qantas ) search *9 maps
2§ cammes + -

caimes weasraans

PROJECT MANAGERS

Setup your account for CAIMES
Yaur CAIMES account will give yau sccess ta the hosted services enabled for yaur domsin
Name:

Login name: john@saimes com

Choose a password: |

| Minimum of 6 cheracters n length, Eassword strencth: Strong

Re-enter password:

Language: Ergith(US) v

Type the characters you see in the picture below.

A

[muranducio (o p——

Terms of service: Revie the Terms of Service below.

Erintable Version

a
Google Terms of Service

Welcome 10 Googlel By using Google's products, software, services or web sites ("Google services"),
you agree to the following terms and conditions, and any policies, guidelines or amendments thereto

that may be presented to you from time to time, including but not lmited to Program Policies and

Legal Motices (collectively, the "Terms"). We may update the Terms in the fature, and you will beable

By clisking 'l accept’ below you are agresing to the Terns of Service above and both the Program Poliey and the Privacy Polic:

A5 remermber thet Google Apps is offered in conjunction with your domain acministrator and that administrator mey have
AG535 10 YoUP ACOOUNE Inormation including your email. Your domsin administrator's use of your infarmation is govermed by ts
privacy policy.

| accept Create my account, e

Done a0
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You will ONLY see this screen once

= Select E-mail

Your e-mail account has now been
initialised

The URL, login name and password
that you set can be used at any
time to access the web based e-
mail system

la Firefox

View Hstory Bockmarks Tools  Help

@ o C ar 3 hitps: fuwsun.google. comfs/cp anelfcaimes. com{UserHub 2 - | [28+ Goo 2]

|| General || Bulding | Clients | Study || Work | Vendars || SP | Google || Web | ] Blusprint & Jetster B Qartas 2 Search ° maps »

*§ Google Apps + -

GO Ugle Google Apps for CAIMES T —
Apps

Your services
Hello, John Citezen. Welcome to Google Apps.

© Sites

To start using your services, just click on the inks 1o the right. Easily
Guickly create and publish calshorative sites

share and! collaborate with others in your organization by using Google
Apps
#, Docs
Puiilish andl collabarate in reaktine on documents, sproadsheets,
and presertations

“our IT administrator is managing user aceounts, To
invite addtional users to Google Apps, please contact
your IT administrator -
“o] Calendar
Organize schedules and share everts and calendars with others

™ Email
Improve yoLr existing mall Account with Gmails powertul search,
SPAM fitering, and chat in the krowser

@ Chat
Cal or send instant messages to cortacts for free - anytime,
anywhere in the warld by dowrloading Goncle Talk, or by opening
the Gonnls Talk Gadtiet

Gogie - Terms of Service - Privacy policy - Suggest a festure

Dane

@caimes.com - Mozilla Fi

Flle Edt View Hgtory Bockmarks Took  Help

@ = € X G P psiimal.gcode.comfafcaimes.comf#inbox DY -] [28- Goco P
| General | Buiding | Clients | Study | Work | vendors | 5P || Gaogle || wieb | Blusprint 3 Jetstar B Qantas ) search ) maps »
[*] CAIMES Mail - Inbox (3) - john@caim... | -+ -

Mail Calendar Documents Sites Contacts

john@caimes.com | Sattings | Hely | Sign out

gaimes ] Search Mail Search the Web %’M

PROUECT MANAGERS

Compose M;

Archive | Repomtspam | Delets | Moveto¥ | Labekw | Moreactions¥ | Refrosh

Staned 75 Select: All, None, Read, Untesd, Starred, Unstarred
Sert Mail
Sy 1 Gmail Team Customize Gmail with colors and themes - 70 5= up o 344pm

[0 Gmail Team Get started with Gmail - G is bl on the icea that el can b 3:44pm
Follow up [m} Access Gmail on your mobile phone - The days of nesding yoo 3:44pm
Mise
Briority.
Amorer
Cortacts
Tasks

- chat
Seleet: A1l None, Read, Unread, Starred, Unetarred
Archive | Repomspam | Delete | Movetow | Labelsy | | Moreactionsy | Refresh T30
Import eontacts from Yahaa, OWlook, and cthers into your CAMES Mail cantact ist, Learn more
You are currently using 0 ME (0%) of your 415 MB.
CAIMES Mail wiaw: standard | fum an chat | older version | basic HTML Leam more
2010 Google - Terms of Sewice - Privacy Palicy - Program Policies- Gaogle Home
Fonered by GoOgle
Transferring daka from mail. google.com. .io

It is recommended that you spend some time familiarizing yourself with the web based system
given the system provides many features similar to gmail.

The system created for you is the standard version for Google Apps for Domains, should you need
to there is an option to upgrade the system to premium.
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3 MODIFYING EXISTING ACCOUNTS

This section has been provided for individuals that had an outlook client configured on their
PC/laptop to send and receive their e-mails and wish to continue to use the same system.

The information and screen shots within this section have been provided to assist you in making
the necessary changes to pre-existing e-mail account setup within your current outlook.

Please ensure that you follow the instructions carefully and replace relevant details within User
Information & login Information specific to your name, username, password or e-mail address.
The Server Information MUST be as it is within the supplied screen shot. Ie POP, pop.gmail.com

and smtp.gmail.com
= Open outlook
= Select Tools from the menu bar

= Select Account Setting from
the pull down menu

= Select E-mail tab

= Select the e-mail account to
change

= Select Change

User Information

* Your Name & E-mail Address are
all specific to your own domain
name and e-mail address

Logon Information

= Username & Password are all
specific to your own domain
name and e-mail address

Server Information

= Account type

» Incoming mail Sever and

= Outgoing Mail sever (SMTP)
Google Apps for Domains used
the gmail mail severs, so please
ensure that you fill these section
out as per the screen shot

= Select More Settings

Tools | Actions  Outlook Connector N
Send/Receive 3 |
I Instant Search b E
[ Address Book... Ctrl+Shift=B
%y Organize L
[Z3 Rules and Alerts... |
— Mailbox Cleanup... I_
@‘ Empty "Deleted Hems” Folder
Farms ]
Macro ]

ar
Account Settings...

Trust Center...
LCustomize...

Options...
L=

Account Settings

E-miail Accounts
¥ou can add or remove an account. You can select an account and ch

AOTaBUTIET

E-Dal-:e; F-i-I-es RSS F-eeds -Si'uareP::u-il-ﬂ-t Llsts -In.ternet- Calendars | P

o Mew.., ﬁ*&epair... ﬁ*cha_nge...

# Rem

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required to get your e-mail account working,

User Information Test Account Settings

¥our Mame: After filling out the information on this screen, we
recommend you kest your account by clicking the

button below. (Requires network cannection)

s Test dccount Setbings .,

-J hin Citizen

E-mail Address: é)(a-imes,[nm

Server Information

Account Type:

e

Incoming mail server:
Qukgoing mail server (SMTPY: | smtp.gmail.cam |
Logon Information

User Mame: john@caimes, com

Passward: [ttt

Remember password

[] Require lagon using Secure Password Authentication (SPA)

More Settings ...

< Back “ [ext = ][ Cancel

]

Document Version: 2.1
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= Select the Outgoing Sever Tab

= Ensure that you have a TICK in
My outgoing sever (SMTP)
requires authentication

= Ensure you select Use same

settings as my incoming mail
server

= Select the Advance Tab

= Enter 995 in the incoming server
(POP3)

= Ensure there is a tick in This
server requires an encrypted
connection (SSL)

= Enter 587 in the Outgoing
server (SMTP)

= Ensure that you select TLS from
the pulldown option within Use
the following type of
encrypted connection

= Select OK

= Select Next

= Select Finish

Internet E-mail Settings

General | Outgaing Server | Connection | Advanced

[y autgoing server (SMTE) requires authenticakion:

@ Use same settings as my incoming mail server

C} Log on using

Fssword: |

(") Log on ta jincoming mai server before sending mail

e T
M

K

][ Cancel ]

Internet E-mail Settings

Server Pork Mumbers

Incoming server (POP3Y: | 235 | [ IUse Defaults ]

Cukgoing server (SMTRY: | 537 |
IUse the Following tvpe of encrvpted connection:

Server Timeouks

Shork 77 Long 1 minute
Delivery -

[JLeave a copy of messages on the server

| aeneral | Oubgoing Server | Connection | Advanced ]

This server requires an encrypted connection {5507

]

6]4

] [ Cancel
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4 CREATING A NEW ACCOUNT

This section has been provided for individuals who have NOT had an account setup within outlook
on their PC/laptop to send and receive their e-mails and have recently had a Gapps e-mail account
created.

The information and screen shots within this section have been provided to assist you in creating a
new email account setup within outlook.

Please ensure that you follow the instructions carefully and replace relevant details within User
Information & login Information specific to your name, username, e-mail address and
password.

The Server Information MUST be as it is within the supplied screen shot. Ie POP, pop.gmail.com
and smtp.gmail.com

*= Open outlook Tools | Actions  Qutlook Connectar

=

Send/Receive 13
= Select Tools from the menu bar,

and select Account Setting
from the pull down menu

Instant Search ]

Address Book... Ctrl=5hift+B

E R

QOrganize

E—"\' e E

Rules and Alerts...

=

= Mailbox Cleanup...

@ Empty "Deleted ems” Folder
Farms ]
Macro 3

al
Account Settings...

Trust Center...

Customize...

Options...
B e B L+ L =L a2

= Select E-mailtab Account Settings

= Select New

E-mail Accounts
You can add or remove an account, You can select an account and @

F Re
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= Select Microsoft Exchange,
POP3, IMAP, or HTTP

= Select Next

= Select Manually configure
server settings or additional
server types

= Select Next

= Select Internet e-mail

= Select Next

Add New E-mail Account El

Choose E-mail Service

©picrosoft Exchange, POP3, IMAP, or HT

Connect to an e-mail account at your Internet service pravider (ISP or vour
arganization’s Microsoft Exchange server.

() pther
Connect ko a server bype shown below,

Add New E-mail Account [Vl

Auto Account Setup

[“]Manually configure sarver settings or additional server bypest

[ < Back H Mext = ][ ancel ]

Add New E-mail Account [E

Choose E-mail Service

Connect ko your POP, IMAR, or HTTP server to send and receive e-mail messages,

(O Microsoft Exchange
Connect ko Microsoft Exchange for access to wour e-mail, calendar, contacts, Faxes and vaice mail,

(") Other
Connect ko a server type shawn below,

[ < Back. H Mext = ][ Cancel
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User Information

= Your Name & E-mail Address are
all specific to your own domain
name and e-mail address

Logon Information

= Username & Password are all
specific to your own domain
name and e-mail address

Server Information

= Account type

= Incoming mail Sever and

= Qutgoing Mail sever (SMTP)
Google Apps for Domains used
the gmail mail severs, so please
ensure that you fill these section
out as per the screen shot

» Select More Settings

= Select the Outgoing Sever Tab

= Ensure that you have a tick in
My outgoing sever (SMTP)
requires authentication

= Ensure to select Use same
settings as my incoming mail
server

Add New E-mail Account @
Internet E-mail Settings
Each of these settings are required to get your e-mail account warking,

User Information Test Account Settings
Your Name: |30hn Citizen | After filing out the information on this screen, we

_— recommend you kest your account by clicking the
E-mail Address: john@caimes. cam buttan below. {Requires network connection)
Server Information

: . Test Accounk Setbings ...
Account Type: lpoR3 w |
Incoming mail server: ipop‘gmail-.com |
Qukgoing mail server (SMTP): | |
Logon Information
User Mame: Caimes, com |
Password: l********l 1

Remember password
[] Require lagon using Secure Password Authentication (SPA) Mare Settings ...
< Back ” [ext = ] [ Cancel ]

Internet E-mail Settings

| General | Dubgaing Server | Connection | Advanced

[#]#v outgoing server (SMTE) requires authentication:

@J s same settings as my incoming mail server
O Log on using

" Log on ta incoming mai server before sending mail

(0]'4 ] [ Cancel
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= Select the Advance Tab

= Enter 995 in the incoming server
(POP3)

= Ensure there is a tick in This
server requires an encrypted
connection (SSL)

= Enter 587 in the Outgoing
server (SMTP)

*= Ensure that you select TLS from
the puldown option within Use
the following type of
encrypted connection

» Select OK

= Select Next

= Select Finish

Internet E-mail Settings

| aeneral | Oubgoing Server | Connection | Advanced |

Server Pork Mumbers

Incoming server (POP3Y; | 995 [ IUse Defaults ]

This server requires an encrypted connection (5500
Cukgoing server (SMTRY: : 557 |

IUse the Following tvpe of encrvpted connection:

| Server Timeouts
Short 7 Long 1 minute

Delivery

[JLeave a copy of messages on the server

O ] [ Zancel

.-= End of Document =-.
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