Importing your “@Students.Dominican.Edu” emails into another Gmail
account

If you would like to save all of your emails that are currently in your Dominican student account
you can import them into another gmail account. For importing into the Alumn account there
are a couple of differences. Look for the blue text. Here are the steps to follow:

1.

w

Open the Google gmail account that you want to import into. (Not your Dominican
account).

Go to Settings in the upper right corner.

Go to Forwarding and POP/IMAP Tab.

Be sure POP is Enabled (see picture below).
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3. Configure your email client (e.g. Outlook, Eudora, Metscape Mail)
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Go to Accounts and Import Tab (Accounts in Alumni mail)
Click “Import mail and contacts” button
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For alumni account — there will be a “Get mail from other account” section, click on “Add
a mail account you own”.

7. A window will pop up, enter your Student Dominican email address and hit Continue
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Step 1: Sign into your other email account

I

What account do you want ta import from?

|| Enter your Student Dominican email address

For example: name(@example.com
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8. Enter the password for your Dominican account and hit Continue
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Step 1: Sign into your otlﬁer email account

Enter the password for jane.droogsma@dominican.edu-

|| Enter your Dominican password

Your password will be stored securely and deleted after we've finished importing your mail
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9. Enter your Dominican password again. Then enter your Student Dominican email
address to include the @students.dominican.edu domain. Enter the POP server as —

pop.gmail.com. Change the Port to 995 and check the box for “Use SSL”. Hit Continue.
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Step 1: Sign into your other email account

Enter the password for jane.droogsmai@dominican.edu:

[TTITTY T Re-enter your Dominican password

Your password will be stored securely and deleted after we've finished importing your mail
Gmail couldn't identify your POP server. Please enter your POP server information below.

POP username:
@studems.duminican.edu

Enter your entire Dominican email address -
first.lastname(@students.dominican.edu

POP server:
[pop.gmail.com port:[995 =] W Use SSL
Be sure to enter correct POP server
Continue I Cancel | (pop.gmail.com) and change the Port to 995.

Check the "Use S5L" box.
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10. Select the appropriate check boxes and “Start import”.
IR

I'V']https:,l',l'mail.gu:u:ugle.u:u:ump'mail,l'?ui=2&jk=5b3?cF2b15&view=mip&fs=18¢f=1&ver=l‘jlw6yxhag8.en.&am=!hpd6Ej| % |

Step 2: Import options

Select the import options for jane.droogsma@dominican.edu:
W Impdit mail

" Leave a copy of retrieved message on the server
W Archive incoming messages (Skip the Inbox)

W Add label to all imported mail: IiﬂﬂE.dFDDQSME@STUdEHTS.
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Check appropriate boxes and hit
Start Import

SEE HOW TO EXPORT CONTACTS BELOW:



Exporting Contacts
You can quickly export your Gmail Contacts list into a CSV file. Here's how:

Sign in to Gmail.

Click Contacts along the side of any Gmail page.

Click Export at the top of your Contacts list.

Choose whether to export all contacts or only one group.

Select the format in which you'd like to export your contacts' information.
Click Export.

Choose Save to Disk then click OK.

Select a location to save your file, and click 'OK."'
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You can then import them into another gmail or email system.



