Your NEW Gmail account for lesterpta.com has been activated.  In order to better communicate with parents, we are implementing committee chair addresses.  We will no longer use our personal email address when we print forms/flyers or when we have information online.  This will reduce SPAM to your personal email address, it provides parents (and other chairs) an easy-to-remember email address, and it will also enable a smooth transition as new chairs come on board and old chairs leave.  
You will have THREE options for your new account:
1. You can check your email regularly by signing into the lesterpta.com (powered by Google) account online: http://www.google.com/a/lesterpta.com.  You will use the information that was sent in the sign-in instruction email (which listed your username and temporary password).  You will be required to CHANGE your password the first time you login (pick something easy to remember).  The next time you login, you will use your lesterpta.com username and the password you created.  This is an easy way to access your account from any web browser.  You can read and respond to messages.  Google has many resource documents available if you are unfamiliar with Gmail.
2. You can FORWARD your lesterpta.com email address to your personal email.  We do not mind if you ‘reply’ using a different email address…it is more important that the new email address is reaching you at a place you can easily access and respond. Forwarding instructions begin on page 2.
3. You can set up your new address in Outlook (or a similar email client). Instructions begin on page 4.
Use the information that was sent in the sign-in instruction email to set up your account for the first time.  AFTER that is completed, you can use the following instructions to forward or set up in Outlook.  You DO have to login and create your new password BEFORE attempting the next steps.  
Thank you for volunteering as a chairperson and for setting up your email promptly.  Parents will be receiving information about the new email addresses and there will be ‘hot links’ on our website which will use these addresses.  We hope you find value in having an easy and consistent way to reach everyone.  

Forwarding mail to another email account automatically

Gmail lets you automatically forward incoming mail to another address, if you'd like. 

Here's how to forward messages automatically: 

1. Click Settings at the top of any Gmail page, and open the Forwarding and POP/IMAP tab. 
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2. From the first drop-down menu in the Forwarding section, select 'Add new email address.' 

3. Enter the email address to which you'd like your messages forwarded. 

4. For your security, we'll send a verification email to that email address. 
5. Open your forwarding email account, and find the confirmation message from the Gmail team. 

6. Click the verification link in that email. 

7. Go back in your Gmail account, select the 'Forward a copy of incoming mail to...' option and select your forwarding address from the drop-down menu (it will appear in the dropdown once you validate). 
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8. Select the action you'd like your messages to take from the drop-down menu. We suggest ‘archive Lesterpta.com Mail’s copy.’  (That way, if someone needs to find something in the future, it can be found in the archive file). 

9. Click Save Changes. 

THAT IS IT…a one time set-up and now your account will forward automatically and you never need to go back to the Gmail site!

For those that would rather set up their account in Outlook, please follow these instructions
Outlook Settings: IMAP, or Internet Message Access Protocol, lets you download messages from Gmail's servers onto your computer so you can access your mail with a program like Microsoft Outlook or Apple Mail, even when you aren't connected to the Internet. 

IMAP offers two-way communication between your web Gmail and your email client(s). This means when you log in to Gmail using a web browser, actions you perform on email clients and mobile devices (ex: putting mail in a 'work' folder) will instantly and automatically appear in Gmail (ex: it will already have a 'work' label on that email the next time you sign in).

IMAP also provides a better method to access your mail from multiple devices. If you check your email at work, on your mobile phone, and again at home, IMAP ensures that new mail is accessible from any device at any given time.

Finally, IMAP offers a more stable experience overall. Whereas POP is prone to losing messages or downloading the same messages multiple times, IMAP avoids this through two-way syncing capabilities between your mail clients and your web Gmail.

Enabling IMAP
You can retrieve your Gmail messages with a client or device that supports IMAP, like Microsoft Outlook.  You must enable IMAP in Gmail PRIOR to setting up on your client/device.
To enable IMAP in Gmail:

1. Sign in to Gmail. 

2. Click Settings at the top of any Gmail page. 

3. Click Forwarding and POP/IMAP. 

4. Select Enable IMAP. 

5. Configure your IMAP client and click Save Changes. 

Standard CLIENT (Outlook) Instructions:
To set up your Outlook client to work with Gmail:

1. AFTER you enable IMAP within Gmail; 

2. Open Outlook. 

3. Click the Tools menu, and select E-mail Accounts... 

4. Click Add a new e-mail account, and then click Next. 

5. Choose IMAP as your server type by clicking the radio button, and click Next. 

6. 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 outgoing messages.
Email Address: Enter your full email address (username@lesterpta.com). 

Server Information
Incoming mail server (IMAP): imap.gmail.com
Outgoing mail server (SMTP): smtp.gmail.com 

Login Information
User Name: Enter your full email address (including @lesterpta.com)
Password: Enter your Gmail password. 
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7. Click More Settings... and then click the Outgoing Server tab. 

8. Check the box next to 'My outgoing server (SMTP) requires authentication' and select Use same settings as my incoming mail server. 
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9. Click the Advanced tab, and check the box next to 'This server requires an encrypted connection (SSL)' under Incoming Server (IMAP). Also, enter 993 in the Incoming server (IMAP) box. 
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10. Check the box next to 'This server requires an encrypted connection (SSL)' under Outgoing Server (SMTP), and enter 465 in the Outgoing server (SMTP) box. 

11. Click OK. 

12. Click Next, and then click Finish. 

13. Download the latest updates for Outlook from Microsoft. This will help prevent the most common Outlook errors that Gmail users see. 

You will now be able to see your lesterpta.com email address listed as under ‘All Mail Folders.’  Any folders/labels that you created will be automatically synced between outlook and Gmail.  
THANK YOU!

[image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12][image: image13][image: image14][image: image15][image: image16][image: image17][image: image18][image: image19][image: image20]
