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Add Your Gmail Account to Outlook 2010 using POP

Are you excited about the latest version of Outlook, and want to get it setup with your
Gmail accounts? Here’s how you can easily add your Gmail account using POP to
Outlook 2010.

Getting Started

Log into your Gmail account an go to your settings page. Under the Forwarding and
POP/IMAP tab make sure POP is enabled. You can choose to enable POP access for all
new mail that arrives from now on, or for all mail in your Gmail account. On the second
option, we suggest you chose keep Gmail’s copy in the Inbox so you can still access your
emails on the Gmail server.

Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

@ Disable forwarding

© Forward a copy of incoming mail to email address and keep Gmail's copy in the Inb

Tip: You can also forward only some of your mail by creating a filter!

1. Status: POP is enabled for all mail that has arrived since 10/19/09
{6} Enable POP for all mail (even mail that's already been downloaded)
'Z:'[:gnahle POP for mail that arrives from now on

isable POP

2. When messages are accessed with POP keep Gmail's copy in the Inbox -

3. Configure your email client (e g. Outlook, Eudora, Netscape Mail)
Configuration instructions

1. Status: IMAP is disabled
) Enable IMAP
@ Disable IMAP

2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Save Changes ] l Cancel ]

Add Your Account to Outlook 2010

If you haven’t run Outlook 2010 yet, click Next to start setup and add your email
account.
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Microsoft Outlook 2010 Startup =5

Microsoft Outlook 2010 Startup

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

< Back Bext > t-g Cancel

settings to access your email.

i = ™)
Account Configuration g

E-mail Accounts

You can configure Outiook to connect to Internet E-mail, Microsoft Exchange, or
other E-mai server, Would you like to configure an E-mad account?

@ Yes

< Back H Next;&[ Cancel

Select Yes to add an email account to Outlook. Now you're ready to start entering your

Or, if you've already been using Outlook and want to add a new POP account, click File
and then select Add Account under Account Information.
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r

0]

m Home Send / Receive Faolder View Xobni
Save As .
Account Information

— : . geelcfesters@gmail.com
Info _ I:w POP/SMTP

g Add Account

Open I}

|ﬁdd an e-mail account or other cannection.

Rrimt

Outlook 2010 can often automatically find and configure your account with just your

email address and password, so enter these and click Next to let Outlook try to set it up
automatically.

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Mame: email user
Example: Ellen Adams

E-mail Address: user @gmail. com

Example: ellen@contoso.com

Password: EEEEEEEE
Retype Password; | Fssss===

Type the password your Internet service provider has given you,
() Text Messaging (SMS)

(") Manually configure server settings or additional server types

Outlook will now scan for the settings for your email account.

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
=p Search for user@gmail.com server settings
Log on to server

If Outlook was able to find settings and configure your account automatically, you’ll see
this success screen. Depending on your setup, Gmail is automatically setup, but
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sometimes it fails to find the settings. If this is the case, we’ll go back and manually
configure it.

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
«"  Search for geektesters@agmail.com server settings
+«"  Logon to server and send a test e-mail message

‘Your POP3 e-mail account is successfully configured.

s

Manually Configure Outlook for Gmail

Back at the account setup screen, select Manually configure server settings or additional
server types and click Next.

Auto Account Setup
Connect to other server types.

") E-mail Account

four Mame: |Email User |

Example: Ellen Adans

E-mail Address: |user@gmai|.cnm |

Example: ellen@contoso.com

|x:x:x:x:x:x:x:x: |

Password:

[PU—— |

Retype Password; |

Type the password your Internet service provider has given wou,

() Text Messaging (5MS)

@ Manually configure server settings or additional server types

i ]

Select Internet E-mail and then click Next.
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Choose Service

@ Internet E-mail
k{:onnect to POP or IMAP server to send and receive e-mail messages.
() Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
() Text Messaging (SMS)
Connect to a mobile messaging service.
() Other
Connect to a server type shown below,

Fax Mail Transport
Microsoft Outlook Hotmail Connector

< Badk " Mext = ]

Enter your username, email address, and log in information. Under Server information
enter in the following:

+ Account Type: POP3
» Incoming mail server: pop.gmail.com

» Outgoing mail server: smtp.gmail.com

Make sure to check Remember password so you don’t have to enter it every time.

Internet E-mail Settings
Each of these settings are required to get your e-mail account w

User Information

Your Mame: geekiesters

E-mail Address: geektesters @gmail.com
Server Information

Account Type: POP3 E
Incoming mail server: pop. gmail. com

Outgoing mail server (SMTP): | gmip, gmail.com

Logon Information
User Mame: geektesters
Password: EEEEEEEEEE

Remember password

[T|Require logon using Secure Password Authentication (SPA)

After that data is entered in, click on the More Settings button.
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Test Account Settings
geektesters After filing out the information on this screen, we
recommend you test your account by dicking the button
geektesters @gmail. com below. (Requires network connection)
[ Test Account Settings ... ]

POP3 [=]

i Test Account Settings by dicking the Mext button
pop.gmail.com

Deliver new messages to:
T): smitp. gmail. com
(@) New Qutlook Data File
() Existing Outlook Data File
geektesters F—
tttttttttﬂ

Remember password

ecure Password Authentication (SPA) More Settings

< Back " MNext = ][ Cancel ]

Select the Outgoing Server tab, and check My outgoing server (SMTP) requires
authentication. Verify Use same settings as my incoming mail server is marked as well.

i By
Internet E-mail Settings u

General | Outgoing Server |Connecﬁon I Advanced

My outgoing server (SMTF) reguires authentication
@) Use same settings as my incoming mail server

1lapg on using
User Mame:
Password:
Remember password

Require Secure Password Authentication (SPA)

) Log on to incoming mail server before sending mail

[ ok || cancel

Next select the Advanced tab and enter the following information:

Incoming Server (POP3): 995
« Outgoing server (SMTP): 587

Check This server requires an encrypted connection (SSL)

« Set Use the following type of encrypted connection to TLS

You also might want to uncheck the box to Remove messages from the server after a
number of days. This way your messages will still be accessible from Gmail online.

http://www.howtogeek.com/howto/17314/add-your-gmail-account-to-outlook-2010-using-pop/[05/19/2010 10:53:07 AM]



Add Your Gmail Account to Outlook 2010 using POP - How-To Geek

I'-Internei E-mail Settings u
| General I Outgoing Server I Connection | Advanced

Server Port Mumbers

Incoming server (POP3): 995 Use Defaults
This server requires an encrypted connection (55L)
Qutgoing server (SMTF): 587

Use the following type of encrypted connection:

Server Timeouts
Short ~J— Long 1minute

Delivery

Leave a copy of messages on the server

%emove from server after days

emove from server when deleted from 'Deleted Items'

Click OK to close the window, and then click Next to finish setting up the account.
Outlook will test your account settings to make sure everything will work; click Close
when this is finished.

pr

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. | Stop |

Tasks | Errors

Tasks Status
\/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed

Provided everything was entered in correctly, you'll be greeted with a successful setup
message...click Finish.

Congratulations!
You have successfully entered all the information required to setup your account,

To dose the wizard, dick Finish.

s
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Gmail will be all ready to sync with Outlook 2010. Enjoy your Gmail account in Outlook,
complete with fast indexed searching, conversation view, and more!

g Inbox - ge

Home Send / Receive Folder View Xobni

74 Ignore x a | \k] _$ B2 Meeting A3 Moveto: 7
i = Clean Up ~ ¢ = Team E-mail

New  New Delete Reply Reply Forward ff - -,

E-mail Iems~ | &y Junk~ Al 2 Mare i~ Reply & Delete
Mew Delete Respond Q
TR@XES -

Drag Your Favorite Folders Here €

[+ My Outlook Data File[1) '.E:l O jl@l: From Subject

[ Qutlook Data File

4 geektesters@gmail.com 2 Dt ukay,

— i |-~ Micrasoft.. Microsoft Outlook Test Message
L] Inbox (39} f 5 %

—n -1 Microsoft ... Microsoft Outlook Test Message
L= Sent Items

3] Deleted Items

: 4 Date: Yesterday

L_@ Junk E-mail [3] |1 Dropbox E.. Dropbox Geektesters project chang
U= Outbox

L3 Search Folders 4 Date: Last Week

Conclusion

Adding Gmail using the POP setting to Outlook 2010 is usually easy and only takes a few
steps. Even if you have to enter your settings manually, it is still a fairly simple process.
You can add multiple email accounts using POP3 if you wish, and if you'd like to sync
IMAP accounts, check out our tutorial on setting up Gmail using IMAP in Outlook 2010.

"'" This article was originally written on 05/19/10

% Tagged with: Gmail, Microsoft Outlook, Office, Office 2010
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