A guide to setting your email client to work with gmail
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Outlook Express

To set up your Outlook Express client to work with Gmail:

Enable POP in your email account. Don't forget to click Save Changes when you're done.
Open Outlook or Outlook Express.

Click the Tools menu, and select Accounts...

Click Add, and then click Mail...
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5. Enter your name in the Display name: field, and click Next.
6. Enter your full Gmail email address (username@omniglobe.ca) in the Email address: field,
and click Next.

Intemet E-mail Address

Your e-mail address is the address other people use to send e-mai messages to you.

E-mail address: Usemame@gmail com
For example: someone@microsoft com
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7. Enter pop.gmail.com in the Incoming mail (POP3, IMAP or HTTP) server: field. Enter
smtp.gmail.com in the Outgoing mail (SMTP) server: field.
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Internet Connection Wizard x
E-mail Server Names 3L

T

My incoming mal serverisa | POP3 | server,

Incoming mad (POP, IMAP or HTTP) server:
pop.gmad com

A SMTP sanveris the sanver that = usad for your cutgeing e-mai.
Outgoing mail (SMTF) server:
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Click Next.

Enter your full email address (username@omniglobe.ca) in the Account name: field.
Enter your email password in the Password: field, and click Next.

Internet Connection Wizard

Intemet Mail Logon al

Type the account name and password your Intemet service provider has given you.

Account name: Usamame Sgmail com
Password: |.- ssann |
Remember password

¥ Intemet senvice provider requines you to use Secure Password Authentication
PA)to access your mad account, select the Log On Using Secure Password
Authentication (SPA) check box.

[ Log on using Secure Passwond Authentication (SPA)
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Click Finish.
Highlight pop.gmail.com under Account, and click Properties.

Internet Accounts
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Click the Advanced tab.
Fill in the following information:*



= Check the box next to This server requires a secure connection (SSL) under Outgoing Mail
(SMTP).

= Enter 465 in the Outgoing mail (SMTP): field.

= Under Outgoing Mail (SMTP), check the box next to This server requires a secure
connection (SSL).

= Under Incoming mail (POP3), check the box next to This server requires a secure connection
(SSL). The port will change to 995.
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General | Servers | Connection | Secuity | Advanced

Server Port Numbers

Outgoing mail (SMTP):  [465
This server requires a secure connection (S5L)
Incoming mail (POP3) 895

This server requires a secure connection (S5L)

Server Timeouts

Short ) Long 1 minute:
I Sending
[ Break apan messages larger than KB
Delivery

[[]Leave a copy of messages on server

oK | [ Cancel

*The order of Outgoing and Incoming mail server fields varies by version. Make sure you enter the correct
information in each field.

14. Return to the Servers tab, and check the box next to My server requires authentication.

3 ?]x]
General | Servers | Connection | Security | Advanced
Server Information
My incoming mad serverisa | POP3 server.
Incoming mail (POP3):  |pop gmail.com
Outgoing mail (SMTP): |smtp.gmail com
Incoming Mail Server
Account name Usemame @gmai com
Password: sssssssss

Remember password
[] Log on using Secure Password Authentication

Outgoing Mail Server
My server requires authentication

OK

| Cancel || Aoply ]

15. Click OK.

Congratulations! You're done configuring your client to send and retrieve Gmail messages.



Outlook 2002

Enable POP in your email account. Don't forget to click Save Changes when you're done.
Open Outlook.
Click the Tools menu, and select Accounts...
Click Add, and then click Mail...
Enter your name in the Display name: field, and click Next.
Enter your full Gmail email address (username@omniglobe.ca) in the Email address: field,
and click Next.
7. Enter 'pop.gmail.com' in the Incoming mail (POP3, IMAP or HTTP) server: field. Enter
'smtp.gmail.com' in the Outgoing mail (SMTP) server: field. Click Next.

1. Enter your full email address (username@omniglobe.ca) in the Account name:

field. Enter your email password in the Password: field, and click Next.
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%= pop.gmail.com Properties

Internet Connection Wizard

Internet Mail Logon

8. Click Finish.
9. Highlight pop.gmail.com under Account, and click Properties.

10. Click the Advanced tab.



11. Under Outgoing Mail (SMTP), check the box next to This server requires a secure
connection (SSL).

12. Enter '465' in the Outgoing mail (SMTP): field.

13. Under Incoming mail (POP3), check the box next to This server requires a secure
connection (SSL). The port will change to '995".

14. Click the Servers tab, and check the box next to My server requires authentication.

'z pop.gmail.com Properties ,7’7

pop.gmail.com
prpgnateon |

nanowoodward@gmail.com
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15. Click OK.
16. Download the latest updates for Outlook from Microsoft. This will help prevent the most
common Outlook errors Gmail users see.

Congratulations! You're done configuring your client to send and retrieve Gmail messages.

Outlook 2003

Enable POP in your email account. Don't forget to click Save Changes when you're done.
Open Outlook.

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

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

Choose POP3 as your server type by clicking the radio button, and click Next.

Fill in all necessary fields to include the following information:
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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@omniglobe.ca)

Server Information
Google Apps users, enter the server names provided, don't add your domain name in this step.




Incoming mail server (POP3): pop.gmail.com
Outgoing mail server (SMTP): smtp.gmail.com

Login Information
User Name: Enter your Gmail username (username@omniglobe.ca). Password: Enter your email
password

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ta get your e-mail account warking.

User Information Server Information

“four Mame: Nathan Woodward Incoming mail server (POP3): pop.grail.com

E-mail Address: | nanowoodward@gmail.con| Qukgoing mail server (SMTPY: | smtp, gmal. com|

Logon Information Test Settings

User Mame: nanowoodward@gmail,con After filing out the information on this screen, we
recommend you test yaur account by clicking the

Password: shakikohikikik button below, {Requires network connection)

Remember passward

Test Account Settings ...
[Log on using Secure Password
Authentication (SPA) Mare Settings ...

[ < Back. ” Mext = 1 [ Cancel ]
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.
rlnternel E-mail Settings \

General | Qubgoing Server | Connection | Advanced

@ Use same settings as my incoming mail server

O Log on using

() Log on ta incoming mail server before sending mail

OF Caneel

9. Click the Advanced tab, and check the box next to This server requires an encrypted
connection (SSL) under Incoming Server (POP3).

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 Test Account Settings... After receiving Congratulations! All tests completed
successfully, click Close.



-
Internet E-mail Settings

General | Outgoing Server | Connection | Advanced

Server Port Numbers

Incoming server (POP3): Q95 Use Defaults

[#iThis server requires an encrypted connection (35L%

Qutgaing server (SMTP): 465
[] This server requires an encryphed connection (S5L)
Server Timeouts
Short Long 1 minute
Delivery

[JLeave a copy of messages on the server

13. Click Next, and then click Finish.
14. Download the latest updates for Outlook from Microsoft. This will help prevent the most
common Outlook errors Gmail users see.

Outlook 2007

Enable POP in your email account. Don't forget to click Save Changes when you're done.
Open Outlook.

Click the Tools menu, and select Account Settings...

On the E-mail tab, click New...

. If you are prompted to Choose E-mail Service, select Microsoft Exchange, POP3, IMAP, or
HTTP, and click Next.

6. Fill in all necessary fields to include the following information:

vk wn e

Your Name: Enter your name as you would like it to appear in the From: field of outgoing
messages.

Email Address: Enter your full Gmail email address (username@omniglobe.ca). Password: Enter
your email password.

Manually configure server settings or additional server types: Leave this option unchecked if you
want to automatically configure Outlook 2007. If you want to manually configure Outlook 2007,
check this box now. Google Apps users should configure manually as follows.

Add New E-mail Account @
Auto Account Setup

Clicking Next will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: |User Name |

Example: Barbara Sankovic

E-mail Address: |usemame @amail.com |

Example: barbara@contoso,com

Retype Passward: [Frrrereeerseers |
Type the password your Internet service provider has given you.

[ Manually configure server settings or additional server types




7. Click Next. If you are configuring Outlook 2007 automatically, you're done! Just click Finish.

Add New E-mail Account El

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+  Establish network connection
+  Search for username @gmail.com server settings
" Log on to server and send a test e-mail message

Your POP3 e-mail account is successfully configured.

[[IManually configure server settings
o
8. If you are configuring Outlook 2007 manually, select Internet E-mail and click Next.
9. Verify your User Information, and enter the following additional information:

Server Information

Account Type: POP3

Incoming mail server: pop.gmail.com (Google Apps users, enter the server names provided, don't
add your domain name in these steps)

Outgoing mail server (SMTP): smtp.gmail.com

Logon Information
User Name: Enter your Gmail username (username@omniglobe.ca)
Password: Enter your email password.

Require logon using Secure Password Authentication (SPA): Leave this option unchecked.

Add Hew E-mail Account El

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: button below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: POR3 b
Incoming mail server: pop.gmail.com
Gutors il sever T
Logon Information
Remember password
[[JRequire logon using Secure Password Authentication (SPA) More Settings ...

<Back [ Mext> | [ Cancel |




10. Click the More Settings... button, and select the Outgoing Server tab.
11. Check the box next to My outgoing server (SMTP) requires authentication and select Use
same settings as my incoming mail server.

Internet E-mail Settings §|

General | Outgoing Server | Connection || Advanced

[¥]y utgoing server (SMTP) requires authenhcation:
@ Use same settings as my incoming mail server

() Log on using

() Log on to incoming mail server before sending mail

12. Click the Advanced tab, and check the box next to This server requires an encrypted
connection (SSL) under Incoming Server (POP3). Enter 995 in the 'Incoming Server' box.
13. In the Outgoing server (SMTP) box, enter 587, and select TLS from the drop-down menu

next to Use the following type of encrypted connection:.

Internet E-mail Settings

General | Outgoing Server | Connection | Advanced
Server Port Numbers
Incoming server (POP3): | 995
This server requires an encrypted connection (S5L)
Qutgoing server (SMTF): | 587
Use the following type of encrypted connection: | TLS v
Server Timeouts
Short 7 Long 1minute
Delivery

[JLeave a copy of messages on the server

14. Click OK.
15. Click Test Account Settings... After receiving 'Congratulations! All tests completed

successfully’, click Close.
16. Click Next, and then click Finish.

Congratulations! You're done configuring your client to send and retrieve Gmail messages.



Apple Mail 3.0

e Enable POP in Gmail. Don't forget to click Save Changes when you're done.

e Open Apple Mail.
e (Click Mail, and select Preferences...

e Open the Accounts tab, and click the plus sign (+) along the bottom to add a new account.

Add Account

You’ll be guided through the necessary steps to set up
[ an additional mail account.

!

\ 1 To get started, fill out the following information:

Full Name: Username

Email Address: username@gmail.com

Password: [-------- ]

™ Automatically set up account

» Go v

e Enter your name in the Full Name: field.

e Enter your Gmail address in the Email Address: field.

e Enter your Gmail password in the Password: field.

e Check the box next to Automatically set up your account.

e Click on Create.

Now you're done! Your settings should now look like this:

Accounts

Accounts " Account Information  Mailbox Behaviors | Advanced |
Gmail
Gmall POP ™ Enable this account

™ Include when automatically checking for new mail
™ Remove copy from server after retrieving a message:

["After one week 54 (Remove now )
Prompt me to skip messages over KB

Check with your system administrator before changing
any of the advanced options below:

Port: | 995 M UseSsL
Authentication: | Password a

Accounts
Gmail
Gmail POP

[ Account Mailbax i Ad a |
Account Type: Gmail POP
Description: | Gmail
Email Address:  username@gmail.com

Full Name:

Incoming Mail Server:
User Name:

Password:

Username

pop.gmail.com

username@gmail.com

Outgoing Mail Server (SMTF):

f smitp.gmail.com:username; E

) Use only this server




