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INTRODUCTION 
This document will give you an overview of how we use Gmail at the First UU Church, including some 
proposed policies. It also gives instructions for logging in to email, assigning a delegate, becoming a 
delegate, and managing email as a delegate. Tips and tricks for Gmail productivity and additional 
resources are included. 

Part 1: Overview of Email at First UU 
Terminology 
Throughout this guidebook, we’ll discuss “UU email.” We’re referring to an email address that we set up 
that ends in “uuwinnipeg.mb.ca,” which is called our domain. A domain is the part of website address 
after the “https://.” (Our website is https://uuwinnipeg.mb.ca.) The email itself is managed through 
Google. More about this in a bit. 

We use Gmail because: 

• It’s secure. We don’t get nearly the spam that we used to get when we used the email on our 
website host. 

• Each email account “comes with” a Google calendar. Our committees maintain their calendars 
themselves and then all the calendars are “rolled up” into the main church calendar. 

• We use email to authenticate users, or, sign people into, the other Google tools we use which 
are called, as a whole, “ Google Workspace.” These include document creation (like the 
document you’re reading right now), spreadsheets, PDFs, folder and file sharing, etc. 

• We can set up an account so that more than one person can read and respond to email using 
the same address. 

• When one person leaves and someone else joins a committee, there’s an email history of a 
committee for the new committee chair or member. 

• Gmail can be accessed from a computer, phone, tablet, or other device. 
• The email “lives” in the cloud so multiple people can view and use it. Also, organization for a 

committee or group email benefits everyone. For example, if one person makes folders or tags 
to organize email, everyone will be able to use those going forward. 

Who has UU email addresses 
There are three categories of UU email addresses: 

• Job- or role-specific emails, such as board roles such as president@, secretary@, or treasurer@, 
or other jobs such as minister@ or webmaster@. Typically, only one person uses and manages 
these. 

• Committees or group emails, such as worship@ for the Sunday Services team, or board@ for the 
board of directors. How these email addresses are handled is currently in a state of change. 

• Historically, one or a few people, perhaps the committee chair and perhaps a few others, would 
log in and manage these email addresses. We ran into issues with two-factor authentication 
when more than one person used the email addresses at one time. 

• Going forward, it will be policy to have the committee chair be the only person who logs into the 
email directly. Others that need to read emails and also respond to them from that account can 
be assigned as delegates for that email. 

https://uuwinnipeg.mb.ca/
https://uuwinnipeg.mb.ca/
https://workspace.google.com/?utm_source=google&utm_medium=cpc&utm_campaign=na-CA-all-en-dr-bkws-all-all-trial-%7Bmatchtype%7D-dr-1011401&utm_content=text-ad-none-any-DEV_%7Bdevice%7D-CRE_%7Bcreative%7D-ADGP_Desk%2B%7C%2BBKWS%2B-%2BPHR%2B%7C%2BTxt%2B%7E%2BG%2BSuite%2B%7E%2BCore_G%2BSuite%2BCore-KWID_43700064799253450-%7Btargetid%7D&utm_term=KW_%7Bkeyword%7D-ST_g-suite&gclid=CjwKCAiArOqOBhBmEiwAsgeLmZaAt2D351cdjxRE8WOM3y6cuvGbMlMsLhL73w-QkGL8lUYvW3shdhoC63wQAvD_BwE&gclsrc=aw.ds


Gmail Guidebook  Page 3 

• Individual persons, such as karin.carlson@. This is a new initiative that will allow us to better 
manage email delegation and file sharing. Every person who needs to have read and write 
access in a committee/shared email address (which is being a “delegate” for that address) will 
need their own individual email address. Each person will have their own two-factor 
authentication methods (alternate email and/or a cell phone number) and be able to change 
their own password at any time. 

Proposed Policies on Email Use 
Our proposed policies we’re considering for email use (that have not been accepted by the Board yet, 
and are in a DRAFT state here) are: 

Anyone who needs to work directly with a job role or committee/team email account, where “work 
directly” means needing to read, send, and manage email from that email account, needs to be either 
the manager of the email account, or needs to be assigned as a delegate to that email account. 

• A manager knows and can change the password for the email account and is responsible for 
adding and removing people as delegates to that account, which is done through the account 
settings. 

• Each job role and committee/group UU email will have one person who is the manager of that 
email account. For job roles that have their own email that isn’t shared with anyone else, such 
as the BOD President, this will be the person with that position. For committees, it might be the 
committee chair, or someone else in the committee. 

Note: You don’t need to be a manager to manage the email. The rights that a manager has that 
delegates don’t are changing the password for the account and adding and removing delegates. 

• A delegate is given a personal UU email which they use to log in to Google. After they’re logged 
in, they can switch to any other UU email to which they have been assigned as a delegate. As a 
delegate, they: 

• Can read and manage email and send email from the account. 
• Can manage/organize the email in the account, for example, assigning Labels and archiving 

emails that have been addressed. 
• Cannot change the email password for the account. 

Regardless of what kind of UU email you have, manager or delegate, each person will have: 

• One password which they can change themselves. 
• One alternate email and phone number (typically a cell number) used for account verification 

and recovery. This is their own to set or change and isn’t shared with anyone. 
• If they forget their password or have issues logging in, they can request a password reset from 

the Google login page and an email with a link to set a new password will be sent to their 
recovery email address. 

• Google might also periodically ask for “proof” by way of verification, which is typically a text to a 
cell phone number, or an email. 

How to use UU email addresses 
The easiest way to use Gmail is to do one of two things: 
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• Method 1: Open a browser such as Chrome or Edge, type Google.ca in your browser’s address 
bar and press Enter, and then log in using the email address and password. 

• Method 2: Install the Gmail app on your phone or device and add the Gmail account to it. 

Detailed instructions for both of these methods are in the How to Use a Church Gmail Account blog post 
from January, 2022. 

Other articles: 

• Sign in to multiple accounts at once 
• Google Workspace Help 
• Get Started with Google Email 
• Set up notifications for new email 

FAQ about Gmail 
Question: How do I log in when I’m automatically signed into my own Gmail account? 

Answer:  

If you go to Google.ca in a browser and you’re automatically signed in to your personal Gmail account, 
you can open a new Incognito window (chrome) or InPrivate window (Edge) in your browser, or (easier), 
you can add an account. This process is detailed in this article, Sign in to multiple accounts at once. 

Question: Can I still use a program on my computer, like Outlook? 

Answer:  

Yes, but you might find it easier to use a dedicated app for Gmail. With other types of email accounts, 
the typical thing to do would be to set up an account for it in an email program on your computer like 
Outlook or the Apple Mail app. 

It’s still possible to set up Outlook to use email, but you must set it up with IMAP (not POP) so that the 
online mail and mail folders stay “the same” as the folders on your computer. POP accounts download 
all the email to your computer and then delete it from the server, which defeats the whole purpose of 
having a dedicated email for a committee or job role when there might be more than one person 
working in the same email. 

Setting up an IMAP account is more complicated than using the Gmail app on your device or logging in 
to a browser directly. This is why it’s recommended that you use a dedicated app or access Gmail 
directly through a browser: these are the methods that will keep the email consistent from person to 
person and device to device. 

Question: Can’t I just forward the email from the church account to my personal email? 

Answer:  

No, please don’t do this or ask the webmaster to set it up for you. Although it’s possible, our policy is 
not to set up forwarding, for these reasons: 

When you forward the church email to your personal email, you will probably read it, and likely want to 
respond to it. When you press “Reply” to a forwarded email, the response will be “from” your personal 
email address, not the church email address. 

https://google.ca/
https://uuwinnipeg.mb.ca/how-to-use-a-church-gmail-account/
https://support.google.com/accounts/answer/1721977
https://apps.google.com/supportwidget/articlehome?hl=en&article_url=https%3A%2F%2Fsupport.google.com%2Fa%2Fanswer%2F6142901%3Fhl%3Den&product_context=6142901&product_name=UnuFlow&trigger_context=a
https://apps.google.com/supportwidget/articlehome?hl=en&article_url=https%3A%2F%2Fsupport.google.com%2Fa%2Fanswer%2F6142901%3Fhl%3Den&product_context=6142901&product_name=UnuFlow&trigger_context=a
https://support.google.com/a/users/answer/9308767?hl=en
https://google.ca/
https://support.google.com/accounts/answer/1721977
https://support.microsoft.com/en-us/office/add-a-gmail-account-to-outlook-70191667-9c52-4581-990e-e30318c2c081
https://support.microsoft.com/en-us/office/what-are-imap-and-pop-ca2c5799-49f9-4079-aefe-ddca85d5b1c9
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• This exposes your personal email address. 
• This gives an inconsistent experience. If you are participating in a committee or job, we want 

you to use the email address you’re assigned for that committee or job, and only for that 
purpose. (You wouldn’t enter your work address in a contact form when you were shopping 
online, would you?) 

• The “from” address, being your personal address, might confuse the recipient as to who sent 
them the email response (“Gee, this is from Bob, but I sent my email to a committee…”). 

• The response you send will be in your own email program’s Sent folder, not the Gmail Sent 
folder. 

• Others who use the account can’t see it, because it’s not in the account (it’s on your computer). 
• If you decide to access the account online or through an app, you won’t be able to see it, either, 

for the same reasons. 
• Your successor in the committee/job won’t see the conversation, and there’ll be no history of it. 

• If the person then replies to the email, it goes directly to your address, not to the 
committee’s address. 

• The conversation is now solely on your computer, and you can’t see it anywhere but there. 
• No one else in the committee can see the conversation. 
• Your successor in the committee/job won’t see the conversation, and there’ll be no history 

of it. 
• It compromises our domain’s email security, because forwarding spam (which can happen) 

will “mark” the domain as being a “domain that sends spam.” Read more about how not to 
become an accidental spammer here. 

More information about using Gmail, setting it up etc., can be found on this How to Use a Church Gmail 
Account blog post. 

Tip: Instead of forwarding, read How to receive alerts for Gmail or how to set up your app or browser to 
send you alerts. 

Blog posts with additional information: 

• How to Use a Church Gmail Account 
• How to mark an email as spam or phishing 
• How to get a link to a document in Drive 
• How to receive alerts for Gmail 
• How to share Google files or folders 

Part 2: Email delegates 
What is a delegate? 
A delegate is a person who can enter the account of a committee or team, read the emails that are 
there, respond (reply) to them, delete emails, apply email tags, and so on. What’s different about a 
delegate is that they log in to Google as themselves, not as the account holder. 

https://www.tidbitsfortechs.com/2015/11/autoresponder_forwarder_accidental_spammer/
https://www.tidbitsfortechs.com/2015/11/autoresponder_forwarder_accidental_spammer/
https://www.tidbitsfortechs.com/2015/11/autoresponder_forwarder_accidental_spammer/
https://uuwinnipeg.mb.ca/how-to-use-a-church-gmail-account/
https://uuwinnipeg.mb.ca/how-to-use-a-church-gmail-account/
https://uuwinnipeg.mb.ca/how-to-use-a-church-gmail-account/
https://uuwinnipeg.mb.ca/how-to-receive-alerts-for-gmail/
https://support.google.com/a/users/answer/9308767?hl=en
https://support.google.com/a/users/answer/9308767?hl=en
https://support.google.com/a/users/answer/9308767?hl=en
https://uuwinnipeg.mb.ca/how-to-use-a-church-gmail-account/
https://uuwinnipeg.mb.ca/how-to-mark-an-email-as-spam-or-phishing/
https://uuwinnipeg.mb.ca/how-to-get-a-link-to-a-document-in-drive/
https://uuwinnipeg.mb.ca/how-to-receive-alerts-for-gmail/
https://uuwinnipeg.mb.ca/how-to-share-google-files-or-folders/
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Benefits of delegation 
Benefits of delegation include: 

• More than one person can use the committee’s email at once. There are limits to how many 
people can be logged in with one email. With email delegation, everyone logs in with their own 
email address except one person, who uses the committee’s. 

• Two-factor authentication works. Because the delegate used their own personal uuwinnipeg 
email to log in to Google in the first place, if they get a request to prove that they are them, they 
are the only person with that account, so the recovery information will be theirs. 

Additional reading from Google 
• G Suite Shared Mailbox: everything you need to know 
• Delegate and collaborate on email 

Briefly, here’s what delegation does: 

1. Step 1: A member sends an email to committee@uuwinnipeg.mb.ca. 
2. Step 2: Two people can read and respond to email to/from the committee. 

• One person is logged in to the committee email directly. 
• The other person is a delegate, so they logged in with their personal uuwinnipeg address 

and then switched to the committee address. 

3. Step 3: One person, either the delegate or the person logged in directly, responds to the email. 
The response comes from committee@uuwinnipeg.mb.ca, no matter who wrote the response. 

 

https://www.emailmeter.com/blog/g-suite-shared-mailbox
https://support.google.com/mail/answer/138350?hl=en
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Background of the decision to begin using email Delegation 
Here is some background for context: 

• All our committees have an email address which affords them email (obviously) and the ability 
to use Google Workspace services, like shared drives, so we can work on documents together. 

• It’s important to allow people to log in directly to these accounts if they need to send email 
from that account. Primarily this is to keep email threads (conversations) whole and kept in the 
email account of the committee, but also so the person sending the email to the committee gets 
a reply from the committee, not a member of the committee. 

There’s an issue with this system, though. If more than one person needs to log in using that “shared” 
email, we’ve run into an issue that we can’t control that can make it difficult or impossible for a person 
to log in: Google will periodically ask the user to “prove that they are them” by sending a text with a 
code or an email to a recovery email. For example, let’s say two people share the email, Alex and Kris. If 
Alex’s phone and email are the recovery phone/email, and Kris is trying to log in from their phone, Kris 
will be locked out unless they can contact Alex and coordinate with them. 

Delegation solves these problems. A person who is a delegate to an email account can access the 
committee email to read it and to send email from that account.  

Note: Not everyone on the committee needs to send email from the account. If someone only needs to 
read the email, the well-established practice of forwarding email can be used so long as the person 
never responds to the email from their personal email address. 

Here’s how delegation works: 

1. Every person who needs to be a delegate is given a new, personal uuwinnipeg email address (e.g., 
karin.carlson@uuwinnipeg.mb.ca). 

2. The person who is managing the committee email logs in to the email account and then, in Settings, 
makes that person a delegate for the account. 

 

3. The person gets an email asking if they want to accept this. They must respond to this email. 

Note that the email might arrive in the Updates folder, if the person’s private email address is also 
Gmail: 

mailto:karin.carlson@uuwinnipeg.mb.ca
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4. The new delegate will then log into Google using their own, private uuwinnipeg email. Once logged 
in, they’ll be able to switch between their own uuwinnipeg account and the committee’s 
uuwinnipeg account. 

 

In this screenshot, I’m logged in with my personal uuwinnipeg account, and I can switch to the 
delegated account for test-email (the email address I set up to test all this). 

5. After switching to the delegated account, the person’s email inbox updates to the delegated 
account, and they can use the committee account as if they’d logged in directly to the account. For 
instance, all the email is the committee’s, not theirs, and any email they respond to will come from 
the committee, not from them. 

How to add and remove delegates from your UU account 
These instructions only apply if you’re the manager of a UU email account that multiple people share. 

How to assign a delegate 
1. On your computer (you can’t add delegates from the Gmail app), go to Google.ca and, if necessary, 

log in to the email account that you manage (e.g., candles@uuwinnipeg.mb.ca). 
2. Open Gmail. 

3. In the top right, select Settings  > See all settings. 
4. Select the Accounts and Import or Accounts tab. 
5. In the “Grant access to your account” section, select Add another account. 
6. Enter the email address of the person you want to add. 
7. Select Next Step > Send email to grant access. 
8. The person you added will get an email asking them to confirm. The invitation expires after a week. 

Note that if add a group, all group members will become delegates without having to confirm. 

Also, it may take up to 24 hours for the delegation to start taking effect. 

https://google.ca/
mailto:candles@uuwinnipeg.mb.ca
https://mail.google.com/
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For more information, read Delegate and collaborate on email 

How to remove a delegate 
When someone leaves a committee, they should be removed as a delegate of that committee. The 
exception to this is when a delegate is a job role that has its own email address, such as 
president@uuwinnipeg.mb.ca or minister@uuwinnipeg.mb.ca. Those will remain as delegates in the 
account when personnel changes. 

1. On your computer, open Gmail. You can’t set up delegates from the Gmail app. 

2. In the top right, select Settings  > See all settings. 
3. Select the Accounts and Import tab. 
4. In the “Grant access to your account” section, select Delete next to the account you want to 

remove. 

More information and troubleshooting can be found at Delegate and collaborate on email. 

How to accept a personal account and become a delegate 
Overview: First, you’ll use the email you receive to log in to your new UU email address, then you’ll 
respond to the delegate “invitation” email. After that, you’ll log into Google with your personal email 
only, and switch to whatever other committees to which you’ve been assigned a delegate. 

Note: You’ll get invitations for any committee you’re a delegate for, and you’ll need to respond to each 
one of those. You’ll only have to set up your email once. 

Step 1: Log in to your personal UU email account and reset your password. 
The email from the website will contain a temporary password that you can use to log in for the first 
time to your new personal church email. If you can’t find or don’t have this email, just use the Forgot 
Password link. 

1. In a browser window, go to Google.ca and log in with your new email and this password. 
2. If you have a Gmail account and your browser is logging you into it automatically, follow the 

instructions in this article to add an account. 

Step 2: Accept the invitation to be a delegate 
1. Switch back to your personal email account.  
2. Find the email you’ve received from the website. If you have Gmail, it might end up in your 

“Updates” tab. The subject line will be something like “<committee email name> has granted you 
access to their First Unitarian...” 

 

https://support.google.com/mail/answer/138350?hl=en
mailto:president@uuwinnipeg.mb.ca
mailto:minister@uuwinnipeg.mb.ca
https://mail.google.com/
https://support.google.com/mail/answer/138350?hl=en&zippy=%2Cadd-a-delegate%2Cremove-a-delegate
https://google.ca/
https://support.google.com/accounts/answer/1721977?hl=en&co=GENIE.Platform%3DDesktop
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Here’s what the inside of the email looks like: 

 

3. Select the long link after the text “To accept this request, please select the link below:” 

 

4. Next, you’ll see a Confirmation message asking if you want to view and send messages on behalf of 
the Board. Select the Confirm button. 

Step 3: Switch from your personal UU email to the email account for which you’re a delegate 
After about 5 minutes, you’ll be able to access the committee email account from your personal UU 
account.  

1. If you’re not already logged in, go to Google and log in with your personal UU email account.  
2. Select the button that displays your profile picture and then choose 

“<committee>@uuwinnipeg.mb.ca Delegated”: 

 

mailto:committee%3E@uuwinnipeg.mb.ca
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