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1. Open up Windows Mail, click on Tools — Accounts
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2. Click on Add

Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,

Mews

Directory Service

msnews.microsoft.com

i:j Microsoft Communities (default)

| Add.. |

oo

’ Properties ]

i Set as Default

’ Import..

| Epot.. |

’ Set Order... ]

[ Close |
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3. Select E-mail Account and Click Next

. _—

Select Account Type

What type of account would you like to add?

ij Mewsgroup Account
% l Directory Service

What informaticn do I need to set up my account?

[ Cancel
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4. Enter your full name in the Display name text box and click Next.

S

Your Name

When you send e-mail, your name will appear in the From field of the outgoing message.

Type your name as you would like it to appear.

Display name:

John Smith|

For example: Jehn Smith

Where can I find my e-mail account information?

I Mext | Cancel
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5. Enter your full Gmail email address and click Next.

&)

Internet E-mail Address

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

E-rnail address:

john@gmail.com

For example: someone@microsoft.com

Where can I find my e-mail account information?

m [ Cancel
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6. Enter settings as per the screen below, and note that:
a. Incoming server type: POP3
b. Incoming mail server: pop.gmail.com
c. Outgoing mail server: smtp.gmail.com
d. Tick the box beside Outgoing server requires authentication

Click Next when done.

X
Set up e-mail servers
Incoming e-mail server type:
POP32 -
Inceming mail (POP3 or IMAP) server:
pop.gmail.com
Outgeing e-mail server (SMTP) name:
@Outgoing server requires authentication:
Where can I find my e-mail server information?
[ Mext J l Cancel
=
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7. Enter settings as per the screen below, and note that:
a. E-mail username: your full Gmail email address e.g. john@gmail.com
b. Password: your Gmail password

Click Next when done.

Internet Mail Logon

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

E-rnail username: john@gmail.com|

Remember password

[ Mext J[ Cancel
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8. Uncheck “Do not download my e-mail at this time and click Finish

&)

Congratulations

You have successfully entered all of the information required to set up your account.
To save these settings and downlead your e-mail, click Finish,

Do not download my e-mail at this time

==
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9. Left-click on the Account name once, and click on Properties

Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,

Mail

= B

=

pop.gmail.com (default)
jehn@gmail.com

Mews

i 1 Microsoft Communities (default)

msnews, microsoft.com

Directory Service

Add.. |
Remove ]
Properties ]

Set as Default

Import... ]
Export... ]
Set Order... ]
Close ]
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11. Click on the Servers tab, enter settings as per the screen below, and note that:

a. Incoming mail server: pop.gmail.com
b. Outgoing mail server: smtp.gmail.com

c. Account name: your Gmail email address. e.g. john@gmail.com

d. Tick box beside My server requires authentication

Click on Settings when done.

;’,._- pop.gmail.com Properties

L0 |

General | Servers |Cur1nectinn I Securty | Pndvann:‘.edi

Server Information -

My incoming mail server is a SETVEL
Incoming mail (POP3):  pop.gmail.com

Outgoing mail (SMTP): smtp.gmail:com

Inceming Mail Server

E-rnail username: john@gmail.com
Password: sasssnss
[¥] Remember password

[ Log on using Secure Password Authentication

Outgoing Mail Server

My server requires authentication

| oKk || Cancel

Apply
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12. Select Use same settings as my incoming mail server, click OK

Cutgoing Mail Server

(%]

Legon Information

(") Log on using
E-trail username:

Pasaniord:

Use samne settings as my incoming mail server

[/] Remermber password

[ Log on using Secure Password Authentication

i

oK H Cancel
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14. Click on the Advanced tab, enter settings as per the screen below, and note that:

a. Outgoing mail port: 465 (SSL ticked)
b. Incoming mail port: 995 (SSL ticked)

Click Apply, then OK

:_| pop.gmail.com Properties

| General I Servers I Connection | Sec:.lrit_l,r| Advanced |

Server Port Mumbers

This server requires a secure connection (55L)

995

Incorming mail (POP3):
This SErver requires a secure connection (55L)

Outgoing mail SMTP): | 465 Use Defaults

Server Timeouts

Short Ll Long 5 minutes

Sending
[ Break apart messages larger than 60 “ KB

Delivery
[7] Leave a copy of messages on server
| Rernove from server after |3 - dayls)

| Remowe from server when deleted from 'Deleted tems'

| ok ||| Cancel

I

Apply

16. You have successfully set up Gmail on Windows Mail!
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