
SmarterMail to Google Apps  
Google Apps (Free or Non-profit) 

 

Google Apps (Free) 

This will provide you with up to 50 email addresses and unlimited aliases (nicknames).....all for FREE. 

You will still be able to access your webmail by going to mail.theirdomain.com as well as use POP3 or 

IMAP with Outlook clients. You will also be able to use mobile devices with this email service. 

Standard Edition benefits 

Mail Sending Limits 

 Gmail accounts 
- 7GB email storage per user 
- Email on the domain - user@yourdomain.com  

 Google Calendar  
 Google Sites  
 Google Docs  
 Send only 500 emails within 24 hrs.*  
 Send to 500 recipients at one time 

*If you need to send more than 500 within 24 hours, you can create additional bogus accounts to send through as long as you are 

within the 50 accounts. 

Google Apps for Non-profit 

If you would like to upgrade to the next level, Education (Non-Profit) Edition, which includes everything 

offered in the Standard Edition, but offers ad free service, then you will need to provide to us your 

Employer ID / Federal Tax ID number (e.g. 00-1234567. A dash is required after the first two numbers. 

Learn more.) When the Apps account is created, it starts out as the regular Standard Edition. Once 

Google approves the Employer ID / Federal Tax ID number, the account will be upgraded to the 

Education (Non-Profit) Edition. Learn more about the Education (Non-Profit) Edition. (Pay special 

attention to question number 10.) There is no cost involved for the Education (Non-Profit) Edition. 

Education (Non-Profit) Edition benefits 

Education (Non-Profit) Edition - Common Questions 

Mail Sending Limits 

 Gmail accounts 
- 7GB email storage per user 
- Email on the domain - user@yourdomain.com  

 Google Calendar  

 Google Sites  

 Google Docs  

 Google Talk  

 Google Video  

http://www.google.com/support/a/bin/static.py?page=guide.cs&guide=22229&topic=22246#148958
http://www.google.com/apps/intl/en/group/index.html
http://www.google.com/support/a/bin/answer.py?hl=en&answer=166862
mailto:user@yourdomain.com
http://www.google.com/support/a/bin/answer.py?hl=en&answer=55233
https://www.google.com/support/a/bin/answer.py?hl=en&answer=139019
http://www.google.com/a/help/intl/en/edu/communication.html
http://www.google.com/support/a/bin/answer.py?hl=en&answer=139019
http://www.google.com/support/a/bin/answer.py?hl=en&answer=166862
mailto:user@yourdomain.com


 Ad Free  

 Send 2000 emails within 24 hrs. 

 Send to 500 recipients at one time 

Google Apps Account Setup 

To set up a new Google Apps account: 

1. Go to www.google.com/a.  

2. Hover Solutions in the top-left, and then select Google Apps (Free). 

3. Click Get Started. 

4. Enter the domain you want email on. Be sure to leave off the www(dot). Enter domainname.org 

instead of www.domainname.org. 

5. Click Get Started or Continue sign up. 

6. On the next page, fill out the following fields: 

a. First name 

b. Last name 

c. Email address (this address cannot be on the same domain as applying for) 

d. Phone 

e. I understand 

f. Organization name 

g. Type 

7. Click Continue. 

8. On the next page, enter the information for an Administrator Account. 

9. Click I accept. Continue with set up. 

You now need to verify that you own your domain. This can be done one of four ways: 

 

Note: This step may be skipped if you are deploying Google Apps quickly. You can simply change your 

MX Records to Google Apps’ and Google will use this to verify your domain.  If you are not going to 

deploy Google Apps within 2 weeks of creating your Google Apps account, verify your domain so Google 

keeps your account active. Google will delete your Google Apps account after 2 weeks if you have not 

activated your email or verified your domain. 

10. Click Continue on the Welcome to Google Apps page. 

11. Select the verify option. 

 Add a DNS record to your domain’s configuration 

If you choose this option, select your domain registrar or provider from the drop-down, then 

perform the given steps and continue to the next step. 

 Add a meta tab to your site’s home page (not available for Non-Profit) 

If you choose this option, copy the meta tag given in the blue box, then add this in Extend. 

a. In Extend, click Layout Manager. 

http://www.google.com/a


b. Click Custom Code. You will need to have Advanced User selected in User Properties 

for this to be available. 

c. Paste the meta tag from Google Apps in the big box on a line by itself. 

 

 

d. Click Save. 

 Upload an HTML file to your server (Unable to perform this option with Extend)  

 Link to your Google Analytics account. (not available for Non-Profit) 

The Google Analytics tracking code is used only to verify site ownership. No Google Analytics 

data will be accessed. 

12. Click Verify. 

If the verify fails, you will see a section at the top showing the verification status with detail. 

If the verify works, it will take you to your Google Apps dashboard. 

 

User Accounts 
 

Before you can set up your new user accounts in Google Apps, you will need to log into SmarterMail as 

an Administrator to see what user accounts or aliases are needed. 

To see SmarterMail user accounts: 

This information will be used to create a CSV file to import into Google Apps to create your users in a 

batch. 

1. Log into your SmarterMail account as an Administrator. 

2. Click Settings at the top. 

3. Click the plus beside Domain Settings on the left. 

4. Select Users. All users will display on the right. 

5. You will need to make note of each Username and Display Name, as well as note which users 

are set as Administrator. You will not need the mailmaster user.  

Note: Each user may have their mail forwarded to another account. To see if this is the case, 

double-click the user, and then select the Forwarding tab. 

 



To see SmarterMail aliases: 

1. Log into your SmarterMail account as an Administrator. 

2. Click Settings at the top. 

3. Click the plus beside Domain Settings on the left. 

4. Select Aliases. All aliases will display on the right. 

5. You will need to make note of each Alias Name and Email address the mail is forwarding to. If 

you see Multiple as the Email Address, you will need to double-click the Alias and select the 

Email Address(es) tab to view all addresses.  

 

Google offers an import function to help save time creating many user accounts at once. You can access 

this function by clicking Organization & Users at the top. The import function makes use of a CSV file 

created using Excel. In this file, you need the following columns of data: Email Address, First Name, Last 

Name, and Password. In the Email Address field, you only need to enter the first part of the email 

address. Example: email address is asmith@church.org. 

 

As far as user passwords, you can set all passwords the same. During the import, you can select the 

option to require a password change the first time the user logs in.  

 

 
 

 

To import users:  

 

1. In Google Apps, click Organization & Users. 

2. Click More actions, then select Bulk unload users. 

3. For step 2, select the options you would like. If you choose Update existing accounts, it will 

update the current account you are logged in as and log you out. 

If you select Require a password change, once all users are created, when they log in for the 

first time, it will prompt them to change their passwords. As an Administrator, you will have the 

ability to change their password, but not see the existing password once they change it. 

4. For step 3, Browse and locate the CSV file you created. 

5. Click Upload and Continue. In the next window, it will show any errors if any are found. 

6. When ready, click Confirm and upload.  

 



The system will email the address used to set up the Google Apps account when all users have been 

created.  At that time, the users will show under Organization & users. 

 

To create an alias to a user account: 

A user can have as many aliases (nicknames) as needed. If the address the alias will be delivering mail to 

is off of the domain, skip to the next section as you will need to set that alias up as a Group. See Step 8 

below for where you would only include that one email address. 

1. Under Organization & users, click the name of the account. 

2. Click Add a nickname in the Nicknames section on the User information tab. 

3. Enter the first part of the alias address, and then click Save changes at the bottom. 

 

To create an alias to multiple users: 

Creating an alias to multiple users (or addresses) is a little different in Google Apps as opposed to 

SmarterMail. In Google Apps, you will need to set up the alias as a Group. 

Note that the Groups option is unavailable until the domain has been verified. 

1. Under Groups, click Create a new group. 

2. Enter the Group name. This can be in proper case. 

3. Enter the Group email address. This is the alias address. 

4. Optional: Enter a Group description. 

5. Select the desired Access level. If you want this to be a public email address for anyone to email, 

select Team, as well as select Also allow anyone on the Internet to post messages. 

6. Optional: Select Add all users within <church name> to this group. Please note that this will 

add all users under Organization & users as receivers of any mail sent to the alias address. 

Please use this with caution. 

7. Click Create new group. 

8. In the Add new members section, enter any email address(es) that should receive email sent to 

this alias. Separate usernames or addresses with a comma and a space. If the user is listed under 

Organization & users, you can simply include the username, which is the first part of the email 

address (anything before the @ symbol).  

Example: avolunteer@yahoo.com, bsmith@church.org, staffuser 

9. Change Member to Owner in the drop-down beside Add. If you have a person or persons that 

should not be owners in this group, add their names above and leave Add set to Member. 

10. Click Add to add all users as Owner or Member. 

11. Once the users show at the bottom, you are finished creating the group. 

 

Activate Email 
 

Up until now, no email account is live or receiving email. When ready to take your new Google Apps 

email accounts live so they can send/receive mail, you need to activate the email. 



 

To activate email: 

1. On your Google Apps dashboard in the Service settings section, click Activate email under the 

Email section. 

 
2. On the next screen, select your DNS hosting company. If we host your DNS, please select Any 

hosting company, as we are not listed in the drop-down. 

3. The MX Server addresses and Priorities at the bottom of the page will need to be given to your 

DNS hosting company. 

4. Click I will do this later. If you have made the MX record change yourself, click I have completed 

these steps. 

5. Once you have received word that the MX records have been updated at your DNS hosting 

company, repeat the activation process and click I have completed these steps.  

 

Once you complete the activation process, the Email section on the dashboard will update letting you 

know that Google is setting up your accounts. It will take about an hour or less to complete setup. 

 

Webmail Access Setup 

To set up webmail access: 

1. On your Google Apps dashboard in the Service settings section, click Email. 

 
2. Under Web address, click Change URL. 

3. For Change URL for Email, select the second radio button. In the open field, type what you 

would like the beginning part of your webmail address to be. The normal setting is mail or 

webmail. 

4. Click Continue. 

5. The next page provides information that needs to be given to your DNS hosting company. Please 

copy step 3 and 4 (including the bold text) and provide this information to your DNS hosting 

company. 

6. Click I’ll do this later. If you created the CNAME yourself, click I’ve completed these steps. 

7. Once you receive word from your DNS hosting company that the CNAME has been created, 

repeat this process and click I’ve completed these steps. 


