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Changing an existing POP account to Gmail POP service using Outlook 2007.

Open Outlook.

Click tools

Select Account Settings from the drop down box.

Select the E-mail tab

Click Change options along the top of the page. Please see screen shot example below.

Account Settings [z|

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Data Files | R55 Feeds || SharePoint Lists | Internet Calendars | Published Calendars | Address Books

o New... 32 Eepair...@@ ™ Remnve

Marmne Tvpe

mail. harboursat, com, au POPYSMTP send From this account by defaulk)

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

Change Folder | Personal Folders' Inbox

in data file CH\Dacuments and Settingsifabial, . WOutlookiCutlook4 , psk

Close

You will be presented with a new page as per screen shot example below;



Change E-mail Account

Internet E-mail Settings
Each of these settings are required to get vour e-mail account working,

User Information Test Account Settings

Your Marne: helpdesk After Filling out the infarmation on this screen, we
recommend you test vour account by clicking the

E-mail Address: helpdeski@harboursat, com, au button below, (Requires network connection)

Server Information

Test Account Settings ...

Account Type:

Incoming mail server: pop. harboursat, com, au
Qukbgoing mail server (SMTP): mail. aptusnet.com| au
Logon Information

User Mame: mb255075h

Password: —

Remember password

[]Require logon using Secure Passward Authentication (SPA) Maore Setkings ...

[ Mext = ][ Cancel ]

Make sure that your full name is in the Your Name field

Enter your full email address in the E-mail Address field. E.g.
helpdesk@harboursat.com.au.

8. Delete the incoming mail server address

9. Enter pop.gmail.com to the incoming mail server field

10. Delete the Outgoing mail server(SMTP) address

11. Enter smtp.gmail.com to the Outgoing mail server(SMTP) address

12. Delete the current user name

13. Enter your full email address username@harboursat.com.au in the User Name field
14. Delete the current password and enter your new password exactly as provided. Please be
advised that passwords are case sensitive.

No
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Change E-mail Account

Internet E-mail Settings
Each of these settings are required to get wour e-mail account warking.

User Information Test Account Settings

Wour Marne: |he||:n:|esk | After filling out the information on this screen, we
recommend vou test vour account by clicking the

E-mail Address: |helpdesk@harbnursat.com.au| button below, (Requires netwark connection)

Server Information
[ Test Account Settings ...

Sccount Type: | |

Incoming mail server: |poplgmai|.com |

Outgoing mail server (SMTR): |smt|:u.gmai|.cu:um |

Logon Information

Lser Mame: |helpdesk@harbuursat.com.au|

Password: |******** |

Remember password

Require logon using Secure Password Authentication (SPA) More Setkings ...

[ Mext = ][ Cancel ]

15. Select the More Settings Button on the lower right hand side of the E-mail accounts.
16. Select the Outgoing server tab. The screen should appear as per example below;

Internet E-mail Settings [5_<|

Zeneral | Outgoing Server |C|:|nnecti|:|n fdvanced

Uiy oubgoing server (SMTP) requires authentication:

[ Ok, H Cancel ]

17. Ensure you tick the checkbox for My outgoing server (SMTP) requires authentication



X

Internet E-mail Settings

General | Outgoing Server |C|:|nnectiu:-n || .ﬁ.dvanced|

My oubgoing server (SMTP) reguires authentication

@I'i_lse came sethings as my incoming mail serveri
() Log on using

Remember password

Reguire Secure Password Authentication (SPa)

(") Log on to incoming mail server before sending mail

[ Ok ] [ Cancel ]

18. Please ensure that green dot is in the Use same settings as my incoming mail server.
19. Select the Advanced tab. See screen shot example below;

Internet E-mail Settings D_<|

| General || Cukgaoing Server || Conneckion | Advanced |

Server Port Mumbers

Incoming server (POP3; | 110 | [ IJse Defaulks ]

[ This server requires an encrypted connection {550

Qukgaing server (SMTR:
IJse the Following bype of encrypred connection:

Server Timeouts

Short i °

Long 5 minukes

Deliversy

[JLeave a copy of messages on the server

Remove from server after |:|

Remowe from server when deleted from 'Deleted Ikems'

O, ] [ Cancel




20. Under the Incoming Server (POP3) tick the checkbox This server requires an encrypted
connection ( SSL). The number needs to be changed to 995.

21. Under the Outgoing server (SMTP) section you must select SSL encryption and change
the number from 25 to 465.See screen shot example below.

22. Change the server timeout to 5 minutes by moving the slider to the right

Internet E-mail Settings m

General ] Cubgoing Server ] Connection  Adwanced l

Server Pork Mumbers

Incoming server (POP3; | 295 Idse Defaulks |

v This server requires an encrypted connection (55L)
Dukgaing server (SMTR: E-E_
IJse the Following bype of encrypred connection: |55L j

Server Timeouts

Shork """ Long & minutes

Delivery

¥ Leave a copy of messages an the server!

[ Remove from server after :—I days

[ Remove From server when deleted From 'Deleted Trems!

Ik | Cancel

23. Tick the checkbox Leave a copy of messages on the server.
24. 24.Click OK
25. Click Next



Add New E-mail Account

Congratulations!

‘ou have successfully entered all the information required to setup your
account,

To close the wizard, click Finish.

<Back | Finish

A congratulations screen will appear as per screen shot example above.

26. Click Finish

Congratulations - you have completed setting up your new Gmail POP email account.



