STEP-BY-STEP TUTORIAL

Dimensions  Setting up your personal email to send messages from your DS email
Sciences

1. If you want to send emails from your personal inbox using your Dimensions Sciences account
without switching to it, you can do so by following the steps illustrated below.

2. Access your personal email on Google, and click on the gear icon, as highlighted on the image.
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3. A new menu will appear on the right side of the page, click “See all settings” to get into more
advanced features.
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4. Next, go to “Accounts and Import”.
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5. Look for the section “Send mail as:”, and click in “Add another email address”:
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6. A new window will be opened. Insert your Dimensions Sciences email and UNCHECK the box
“Treat as an alias”. Click “Next Step” to proceed.

r. @ Gmail - Add another email address that you own

1

@ mail.google.com/mail/u/0/ > 4
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Enter information about your other email address.
(your name and email address will be shown on mail that you send)

Name: | Michael Neves |

Email address: | michael.neves@dimensionssciences|

(]} Treat as an alias. Learn more

Specify a different "reply-to" address (optional)
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7. In the next screen, make sure that the following information is given as follows:

SMTP Server: smtp.gmail.com
Port: 587
Username: Your full DS email, including the domain after @
Password: Insert your DS password

If the information is different from the one shown above, please, change the information to the same
show in this tutorial. Click in “Add Account” to goto the next step.

r. @ Gmail - Add another email address that you own
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Add another email address that you own

Send emails through your SMTP server

Configure your emails to be sent through dimensionssciences.org SMTP servers Learn more

SMTP Server: I smtp.gmail.com ] Port:

Username: I michael.neves@dimensionssciences

Password:

@® Secured connection using TLS (recommended)
O Secured connection using SSL

[ Cancel ] | « Back | Add Account » ||
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8. A congratulation screen will be shown to you, asking for your confirmation by asking you to click
on a link sent to your Dimensions Sciences account.

r. @ Gmail - Add another email address that you own A
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Confirm verification and add your email address

Congratulations, we've successfully located your other server and verified your credentials. Just one
more step!

An email with a confirmation code was sent to michael.neves@dimensionssciences.org.
[Resend email]

To add your email address, do one of the following:

. C i , , | " Enter and verify the confirmation code
Click the link in the confirmation email OR l H Verify y

Close window
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9. The email should look like the one in the image, you just need to click the link to confirm the new
settings.

Gmail Confirmation - Send Mail as michael.neves@dimensionssciences.org & £

Inbox %

Gmail Team <gmail-noreply@google.com> 2:46 PM (2 minutes ago) i}( “
tome «

You have requested to add michael.neves@dimensionssciences.org to your
Gmail account.
Confirmation code: 878530011

Before you can send mail from michael.neves@dimensionssciences.org
using your Gmail account (michael.neves0219@gmail.com), please click
the link below to confirm your request:

https://mail.google.com/mail/f-%5BANGjdJ9gMfuM4LZQKEZ4zUB4J_igyMI8X0aWBb4EzF44kJ5pkm-CéggOqsihmPdilR2XgXBVuinj-
RROSD7Ydkkf9Q4BGQuvH53LusY2uA%S5D-hEZrUMBMHQEQzHS5f4WZukSUIrW4

If you click the link and it appears to be broken, please copy and
paste it into a new browser window. If you aren't able to access the
link, please log in to your Gmail account and click 'Settings' at the

top of any page.

Open the "Accounts' tab and locate the email address you'd like to add

10. Click on the “Confirm” button on the page loaded.

M (Gmail Confirmation

Please confirm mail sending as michael.neves@dimensionssciences.org.

Click here to return to your Gmail account: https://mail.google.com.

©2021 Google — Gmail home — Privacy policy — Programme policies — Terms of Use — Google Home
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11.Now, if you go back to your personal email and start writing a new email, you will notice that, on
the recipient field, a little arrow will appear, allowing you to choose from which email you want
to send the message.
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Finally, you can email admin@dimensionssciences.org any time if you have a question or issue.
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