Adding Google Apps Email Account to Outlook 2010

1. Open Outlook.
2. From the File menu, choose Account Settings...
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3. Click New.
Account Settings @ ‘

E-mail Accounts

‘¥ou can add or remove an account. You can select an account and change its settings.

E-mau Data Files I R35 Feeds | SharePoint Lists | Internet Calendars I Fublished Calendars | Address Books

' | NEW‘ Repair... ff‘ Change... )( Remove
M

Mame Type

George, Train?@urmpgua, edu Exchange {send from this account by default)

Selected e-mail account delivers new e-mail messages to the Following location:

Mailbox - George Train7?',Inbox
in data file C:Ysers\george. train?\AppDatal. . \Microsaft Qutlookioutlaok, st

Close

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

Add New Account RS

Choose Service

@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization.
") Text Messaging (SMS)
Connect to a mobile messaging service,
(") Other
Connect to a server type shown below.

Fax Mail Transport
ShoreWWare Voicemail

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.
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Auto Account Setup

George Train?

121212121@student.umpgua. edu
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7. Select Internet E-mail. Click Next.
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Choose E-mail Service

@ Internet E-mail

Conneck to your POP, IMAP, or HTTP server to send and receive e-mail messages.

Microsoft Exchange

Connect ko Microsoft Exchange for access ko your e-mail, calendar, contacts, faxes and voice mail,
Other

Connect ko a server bype shown below,

Fax Mail Transport
Outlook Mobile Service (Text Messaging)
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8. Settings: name, full Google Apps email address (including '800xxxxxx@student.umpqua.edu’)
a. Inthe Account Type dropdown menu, select IMAP; enter the incoming and outgoing
server names as shown below.
b. Inthe '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
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Internet E-mail Settings

Each of these settings are required ko get your e-mail account working.

User Information

Your Mame:

E-mail Address:

Server Information
Account Type:

Incoming mail server;
CQutgoing mail server [SMTPY:
Logon Information

User Mame:

Password:

George Train?

1212121 21@student. urmpaqua

IMap (=]

imap.gmail. com

smtp.gmail, com

12121@student, urmpqua. edu

********l

Remember password

["]Require logon using Secure Password Authentication {SPA)

Test Account Settings

After filing out the information on this screen, we
recommend vou test wour account by clicking the
button below, {Requires network connection)
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More Settings ...

< Back ” ek =

] I Caniel I

9. Click the Advanced tab.
10. Incoming server must be 993, and must use SSL encryption.
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Ok
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11. For Outgoing server select TLS encryption then change the port number from 25 to 587.

.
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Auto
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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.

-

Internet E-rnail Settings \EI

General |F0|ders Cutgoing Server |C0nnection Advanced|

My oubgoing server (SMTP) reguires authentication
@) Use same setkings as my incoming mail server

() Log on using

Remember password
Require Secure Password Authentication (SPA)
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13. Click OK > Next > Finish > Close



