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Instructions for adding Gmail accountsto Outlook
2013 and 2016 using IMAP

If you use Outlook to check and manage Email, you can also do this with Gmail. Y ou can set up your Gmail
account to allow email synchronization on multiple computers using Email Client instead of on a browser.

If you use Outlook to check and manage Email, you can also do this with Gmail. You can set up your Gmail
account to allow email synchronization on multiple computers using Email Client instead of on a browser.

In the following article, Network Administrator will show you how to use IMAP to sync your Gmail account on
multiple computers and step-by-step instructions for adding Gmail accounts to Outlook 2013 or 2016.
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To set up your Gmail account using IMAP, first log in to your Gmail account.
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Next click on the serrated icon in the upper right corner and select Settings.
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On the Settings interface, click on Forwarding and POP / IMAP .
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Scroll down to IMAP Access section (Access viaMAP) and select Enable IMAP (enable IMAP).
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Finally select Save Changes at the bottom
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To add a Gmail and Outlook account, first open your Outlook application and then click the File tab.

Accounts Filters Forwarding and POP/IMAP Chat Web Clips
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Enable POP for mail that arrives from now on
) Disable POP

2. When messages are accessed with POP | keep How-To Geek Mail's

3. Configure your email client (e.g. Outlook, Eudora, Metscape Mail)
Configuration instructions

Status: IMAP is disabled
(@ Enable IMAP
.__k]isable IMAP

When | mark a message in IMAP as deleted:
(®) Autn-Fxnunae on - Immediatelv undate the server (default)

of the interface to save your changes and close your browser.
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Configuration instructions

Status: IMAP is disabled
Enable IMAP
() Disable IMAP

When | mark a message in IMAP as deleted:
Auto-Expunge on - Immediately update the server. (default)
) Auto-Expunge off - Wait for the client to update the server.

When a message is marked as deleted and expunged from the last
® Archive the message (default)

Move the message to the Trash

Immediately delete the message forever

Folder Size Limits
Do not limit the number of messages in an IMAP folder (default)
) Limit IMAP folders to contain no more than this many messages | 1,000

Configure your email client (e.g. Qutlook, Thunderbird, iPhone)
Configuration instructions
Save Changes Cancel
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On the Account Information interface, click Add Account .
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Open & Export

Account Information

Save As POP/SMTP
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Change settings for this account or set up more connections.
H“I‘}“ o Connect to social networks.
Settings ~
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At this time, the Add account dialog box will appear. Here you check the Email Account option to

automatically set up your Gmail account in Outlook. Enter your name, Gmail address and Gmail account login
password and click Next .

Auto Account Setup
Dutlook can automatically configure many email accounts.

(@) E-mail Account

Your Name: Lori Kaufman
Example: Ellen Adams

E-mail Address:  |lori@howtogeek.com

Example: ellen@contoso.com
Password:

Retype Password:

Type the password your Internet service provider has given you.

() Manual setup or additional server types

MNext = I} Cancel

Note : Enter your Gmail account login password twice in the Password and Retype password box.

The installation process will appear on the screen.



Searching for your mail server settings...

v

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
=3  Searching for lori@howtogeek.com settings b
Logging on to the mail server

Hext > Cancel

If the setup process fails automatically, click Manual Setup or additional server types instead of selecting
Email Account asin the previous step, then click Next.

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame:

Example: ellen@contoso.com

pasanword vour Internet service provider has anen you,

(®) Manual setup or additional server types

Next on the Choose Service interface, select the POP or IM AP option and click Next.



() Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

'::-_' Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks
(®) POP or IMAP

Connect to a POP or IMAP email account

< Back Next = b Cancel

On the POP and IMAP Account Setting interface, you enter all information into the User Information, Server
Information and L.ogon Information sections.

In Server Information, in Account Type, click on the down arrow to select IMAP. Then enter the frame
information Incoming server information and Outgoing server information as follows:

Incoming server information: imap.googlemail.com.
Outgoing mail server (SMTP): smtp.googlemail.com.
Note:

Enter your full Gmail address information in the User Name section and your Gmail account login password in
the Password section.

Next click More Settings.



POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: 'Lori Kaufman |

Emall Address: lori@howtogeek.com | Mail to keep offline: All
Server Information

Account Type: IMAR
Incoming mailsenver: imap googlemailcom |

Outgaing mail server (SMTFl:  smitp.googlemail.com |

Logon Information
User Name: lori@howtogeek.com |

Password: A — |
[#] Remember password
[ Require logon using Secure Password Authentication
(SPA)

More Settings b

< Back Ned> | | Cancel

The Internet Email Setting dialog box appears at this time. In this dialog box, click the Outgoing Server tab and

then select My outgoing server (SMTP) requires authentication , then select Use same settings as my
incoming mail server .

Outgoing Server | sAdvanced

My outgoing server [SMTF) requires authentication
Use same settings as my incoming mail server
og on using

User Mame: |

Passward: | 2 offline: All

| Remember password
Require Secure Password Authentication [SPA]

More Settir
| <Back || net> || ca

When the Internet Email Settings dialog box appears, click the Advanced tab and enter the following parameters
into:

Incoming server: 993
Incoming server encrypted connection: SSL

Outgoing server encrypted connection TLS



Outgoing server: 587
Note:

Y ou can enter Encrypted Connection for Outgoing Server before entering port number 587 into Outgoing Server
(SMTP).

Click OK to save the changes and close the Email Settings dialog window.

| General I Cutgoing Ser\rer| Advanced |

Server Port Numbers
Incoming server (IMAP):
Use the following type of encrypted connection: |55L lz‘
Qutgoing server [SMTF):
Use the following type of encrypted connection: | TLS E

2 offline: All

Server Timeouts

Short Long 1 minute

Folders
Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted ltems

|:| Mark items for deletion but do not maove them automatically

Iltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online Mare Settir

Cancel | | < Back || Next > ||E

Next click Next.

Rememberpassword

uire logon using Secure Password Authentication

} Maore Settings ...

< Back || Ne)rt>hJ| Cancel |

Outlook will check the installation and send you a notification email. When the checkout process is finished,
click Close .



Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

Congratulations! All tests completed successfully. Click Close to
continue,

Tasks | Errors

Tasks Status

\/Log onto incoming mail server {IMAF) Completed
\/Send test e-mail message Completed

Remember password

[ 1Require logon using Secure Password Authentication

Now on the screen you will receive amessage saying "You'are all set”. You just need to click Finish to finish.

You're all set!

‘We have all the information we need to set up your account.

Add another account..,

Finish L\‘

The Gmail account you just added to Outlook is displayed in the Email address list in the left pane.

Click Inbox to view theinbox in your Gmail account.
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Refer to some of the following articles:

1. Instructionsfor setting up Outlook data protection password

2. Instructionsfor sending free SM S via Outlook

3. 10 good tipsto help you work mor e efficiently on Outlook

Good luck!

Y ou finished reading the article "I nstructions for adding Gmail accountsto Outlook 2013 and 2016 using
IMAP" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.

© 2019 TipsMake.com


https://tipsmake.com

