l ipsMake.c.,m

TipsMake > Application >

Instructions for configuring Gmail on Outlook

Outlook makesit easy for you to manage your Gmail emails. Send and receive emails quickly without accessing
Gmail's Webmail. Use Microsoft Office directly from Microsoft Office.

Outlook makes it easy for you to manage your Gmail emails. Send and receive emails quickly without accessing
Gmail's Webmail. Use Microsoft Office directly from Microsoft Office.

B
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Below | will introduce how to install Gmail configuration on Outlook.

Step 1: Install on Gmail's Webmail.

First, log into your Gmail at https://mail.google.com.

Select the Settingsicon in the upper right, then select Settings.
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In tab Forwarding and POP / IMAP , in the Download POP you choose to Enable POP download for all
mail (even downloaded mail) .

Tai xuéng POP: 1. Trang thai: POP dworc kich hoat cho tét ca cac thur dén tir 17/10/2010
Tim hiéu thém (® Bat chirc nang tai POP cho tat ca thw (tham chi ca the da dwoc tai xudng)
Bat POP cho thw dén tiv bay gier oo di

Tét chirc nang tai xudng POP

2. Khi truy cap thw bang POP | gifF ban sao cia Gmail trong Hop thur dén v

ThuThuatPhanMem wséu hinh cho img dung email khach ciia ban  (vi du: Outiook, Eudora, Netscape Mai)

rilrony dan dinh cdu hinh

In the Accessvia |M AP section, select Enable  MAP ;

|Truy cap qua imap: | \Trt_ing thai: Da bat IMAP
{trury £3p Gmail tir ¢3¢ Lrng dung khach khic bing ® Bat IMAP
AP} Tat IMAP

Tim hiéu thém
Khi t6i danh dau mét thw trong IMAP la da xba:

ThUThuatPha nmem WV v déng xéa - Cap nhat may chl ngay. (mée dinh)

Tat Tw ddng xoa - Blei (rng dung khach cap nhat may cha.

Click the Save changes button to save.

Step 2: Install on Microsoft Outlook.



Microsoft Outlook isintegrated in the full Microsoft Office installation, you can open Microsoft Outlook by:

Select Start -> All programs -> Microsoft Office -> Microsoft Outlook .
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- If you start Microsoft Outlook for the first time, select Next .



' ™
Microsoft Qutlook 2010 Startup [

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outlook 2010,

E
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ThedefaultisYes, you leave the default and select Next .

' ™
Account Configuration M

E-mail Accounts

b

‘fou can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

@ Yes

) No
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Then the dialog box Add New Account will appear .

- If you have aready started Microsoft OutL ook, want to add a new account to Outlook, choose File -> Info ->
Add Account .
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;—\’3 Manage the size of your mailbox by emptying Deleted frems and
archiving.
Cleanup
Tools~
o Rules and Alerts
i Use Rules and Alerts to help organize your incoming e-mail
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Then there will also appear Add New Account dialog box .

Y ou choose Manually configure server settings or additional sever types to install the configuration manually.
Then select Next to continue the installation.

Add New Account &J

Auto Account Setup |"\’
Connect to other server types.

() E-mail Account

(") Text Messaging (SM5S)

IG Manually configure server settings or additional server types I r
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Next, select | nternet E-mail and select Next .



I ~
Add New Account h @

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

Exchange or

patible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SM5S)
Connect to a mobile messaging service.
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The next step, you need to fill in some information about your Gmail account.
Your Name: Your name.

E-mail Address: Gmail address.

Account Type: POP3.

Incoming mail server: pop.gmail.com.

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

Password: Gmail password.

After completing the information, select M or e settings .



' _ ™
Add New Account ﬁ

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

User Information Test Account Settings
Your MName: |Cham Mauyen After filling out the information on this screen, we

= recommend you test your account by dicking the button
E-mail Address: ntcg1th@gmail.com below. (Requires network connection)
Server Information

Test Account Settings ...

Account Type: POP3 lz‘
e e Ep—— Test Account Settings by dicking the Next button

Deliver new messages to:
Outgoing mail server (SMTP): | smtp,gmail.com

(@ New Outlook Data File

Lt s sron (7) Existing Outlook Data File
User Name: ntcoith o
Password: srxazsss
Remember password {
[ Require logon using Secure Password Authentication (SPA)
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At the tab Outgoing Server you tick the My outgoing server (SMTP) requires authentication:

' '
Internet E-mail Settings ﬁ

[
Gene tgoing Server |Cnnnecﬁnn | Aduam

My outgoing server (SMTFP) requires authentication

(@) Use same settings as my incoming mail server

() Log on using
zer Marme:
Password:
i Remember password

Require Secure Password Authentication (SPA)

(7 Log on to incoming mail server before sending mail
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On the Advanced tab , check This server requires an encryted connection .



Outgoing server (SMTP): 587.
Use the following type of encryted connection: TLS.

Then click OK .

i 4
Internet E-mail Settings ﬂ

I

Ly
| General | Outgeoing Server I Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): 995 | Lse Defaults |

This server requires an encrypted connection (S5L)

[Cutqoing server (SMTF): 587 |
Use the following type of encrypted connection: TI.SE |
Server Timeouts :
Short  —J Long 1 minute
Delivery |

Leave a copy of messages on the server
Remove from server after 14 || days |

[ Remaove from server when deleted from 'Deleted Items'

V4
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Then you select Next , wait for the system to check the login information and send atest email. Choose Close :

-
Test Account Settings N
Lo, T e
Congratulations! All tests completed successfully. Click Close to continue. Sta{

I Tasks Errors

Tasks Status

\/Log onto incoming mail server (POP3) Completed
i \/Send test e-mail message Completed
| [ThuThuatPhanMem.vn _
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Then select Finish .
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Customize Outiook Today ...
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/B Send/Receive error | 100% (=) [ (+)

From now on you can receive emails or send emails via Outlook without going to Gmail webmail anymore.

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