
Adding Google Apps Email Account to Outlook 2010 

 
1. Open Outlook. 
2. From the File menu, choose Account Settings… 
 

 
 

 
  



3. Click New. 

 
 
4. Make sure “E-mail Account” is selected.  Click Next. 

 

 

5. Enter your display name, Google Apps 8000# email address (including '@student.umpqua.edu'), 
and your gapps password.  

  



6. Select the 'Manually configure server settings or additional server types' checkbox and click 
Next. 

  

7. Select Internet E-mail. Click Next. 

 

8. Settings: name, full Google Apps email address (including '800xxxxxx@student.umpqua.edu’) 
a. In the Account Type dropdown menu, select IMAP; enter the incoming and outgoing 

server names as shown below. 
b. In the 'User Name' field, give your full gapps email address, including 

'@student.umpqua.edu.' Also enter your gapps email password. 
c. Then click the More Settings… button 



 

9. Click the Advanced tab. 
10. Incoming server must be 993, and must use SSL encryption. 

 

  



11. For Outgoing server select TLS encryption then change the port number from 25 to 587. 

 

12. Click the Outgoing Server tab. Make sure that 'My outgoing server (SMTP) requires 
authentication' is selected. The radio button 'Use same settings as my incoming mail server' 
should also be selected. 

 

13. Click OK > Next > Finish  > Close 


