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1. Open Outlook 2003, click on Tools — E-mail Accounts
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2. Select Add a new e-mail account, then Next

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(%) add a new e-mail account

) Wiews or change existing e-mail accounts

Directory

("3 add a new directary or address book
) Views or change existing directaries or address books
.
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3. Select POP3, click Next

E-mail Accounts

Server Type
You can choose the bype of server wour new e-mail account will work, with,

) Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

() POP3
Connect ko a POP3 e-mail server ko download wour e-mail,
I IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbo
Folders.

CIHTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

) additional Server Types
Connect o another waorkgroup or 3rd-parky mail server,
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4. Enter settings as per the screen below, and note that:
a. E-mail Address: your full Gmail email address e.g. john@gmail.com
b. Incoming mail server: pop.gmail.com
c. Outgoing mail server: smtp.gmail.com
d. User Name: your full Gmail email address e.g. john@gmail.com

Click More Settings when done.

E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required ko gek vour e-mail account working.

User Information Server Information

Your Mame: Tohn Incoming mail server (POP3Y | nop, gmail.com

E-mail Address: | johni@gmail. com Cutgoing mail server (SMTPY: | spibp. gmail.com

Logon Information Test Settings

Uset Marne: johni@gmail. cam After filling out the infarmation on this screen, we
recommend wou kest your account by clicking the

Passwiard: kb sbotobskob butkon belov. (Requires network connection])

Remember password
Test Account Setkings ... ]

|:| Log on using Secure Password

Bukthentication (SPA) Mare Settings

X
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5. Click on the Outgoing Server tab, tick the box beside My outgoing server
(SMTP) requires authentication.

Make sure your settings look like the below screen capture before clicking on the
Advanced tab.

Internet E-mail Settings b_(|

iGemeral | Outgoing Server |Cn:nnnectin:nn Advanced

[#]31y oukqoing server (SMTP) requires authenkication;

{f} Ise same settings as my incoming mail server

{:} Log on using

Remember password

Log on using Secure Password Authentication (SPA)

{)Log on to incoming mail server before sending mai
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6. Make sure the settings match the screen capture below, note that:

a. Incoming port is 995 (SSL box ticked)
b. Outgoing port is 465 (SSL box ticked)

c. Server Timeouts to more than 5 minutes

Click on OK, Next and Finish.

Internet E-mail Settings

Server Pork Mumbers

Cukgoing server (SMTP ) 465

Server Timeouks

Short — ) Long 10 minutes

Delivery

[ |Leave a copy of messages on the server

[0 2]

Incoming server (POP3): Use Defaults

This server requires an encrypked connection (53L)

This server reguires an encrypted connection {S5L)

)

General | Cukgoing Server Cu:unnecti-:unl Advanced

[ 0] 4 ] [ Cancel

]

7. You have successfully set up your Gmail account on Microsoft Outlook 2003!
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