Outlook 2007

Follow the instructions below to create a new POP account in Gmail using Outlook 2007.

arwdPE

Open Outlook.

Click tools

Select Account Settings from the drop down box.

Select the E-mail tab

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

Account Settings E|

E-mail Accounts
You can add or remove an account, Yoo can seleck an account and change its settings,

)(Remm-'e * ¥

Ame Twpe
mail.harboursat. com. au POPISMTP (send From this account by default)

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

Change Folder | Personal Folders', Inbox

in data File :\Documents and Settingsifabiot, . YOutlook) Outlookd, pst

Close

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



©CoNOo

10.

Add New E-mail Account fgl

Choose E-mail Service

Connect to an e-mail account at yvour Internet service provider (ISP or vour
organization’s Microsoft Exchange server.

) other
Connect to a server bype shown below,

[ Mext = l[ Cancel ]

Select Microsoft Exchange , POP3, IMAP and HTTP. See screen shot above.
Click Next

Enter your full name in the Your Name field

Enter your full email address in the E-mail Address field.

E.g. helpdesk@harboursat.com.au.
Add the password exactly as provided. Please be advised that passwords are case

sensitive.

Add Mew E-mail Account

Auto Account Setup
Clicking Mext will conkact wour e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: |hel|:u:|esk |

Example: Barbara Sankovic

E-mail Address: |helpdesk@harbuursat.cum.au |

Example: barbarai@contosa.com

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

Retype Password: |*resrs |

Twpe the password vour Inkernet service provider has given you,

[ImManually configure server setkings or additional server types

%]

< Back ” Mext = ][ Cancel




10. Tick the checkbox Manually configure server settings or additional server types
The screen will grey out as per screen shot example below.

Add New E-mail Account E|

Auto Account Setup

[]#anually configure server settings or additional server bypes!

« Back, " Mext = ][ Cancel

11. Click Next. The following page will appear.

X)

Add New E-mail Account

Choose E-mail 5ervice

©1nt
Connect to your POP, IMAP, or HTTP server ko send and receive e-mail messages,

(") Microsoft Exchange
Conneck ko Microsaft Exchange For access to yvour e-mail, calendar, contacts, Faxes and woice mail.

() other
Connect ko a server bype shown belaw,

[ < Back, ” Mext = ][ Cancel ]

12. Select Internet E-mail and click Next. The following screen will be displayed;



Add Mew E-mail Account
Auto Account Setup

Exchange server account settings.

Clicking Mext will contact wour e-mail server and configure wour Internet service provider or Microsoft

Your Mame: |

Example: Barbara Sankowvic

E-mail Address: |

Example: barbara@contoso, com

Password: |

Retype Password: |

[Imanually configure server settings or additional server bypes

Type the password wour Internet service provider has given wou,

X]

Cancel

13. Enter your full name in the Your Name field

14. Enter your full email address (including @harboursat.com.au) in the E-mail address

field
15. Enter your password
16. Re-enter your password




Add New E-mail Account

Auto Account Setup

Clicking Mext will contact wour e-mail server and configure vour Inkernet service provider or Microsoft
Exchange server account setkings.

Your Name: |Helpdesk |

Example: Barbara Sankovic

E-mail Address: |helpdesk@harbuursat.mm.au |

Example: barbara@contoso, com

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

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

Type the password wour Internet service provider has given you,

[CIManually configure server settings or additional server bypes:

[ < Back ” Mt = ][ Cancel ]

X]

17. Tick the checkbox Manually configure server settings or additional server types

You will note that the account page will now grey out as per example screen shot below;

Add Mew E-mail Account &l

Auto Account Setup

[#]Manually canfiqure server settings or additional server bypes:

< Back ” Mext = ][ Cancel




18. Click Next.
19. The E-mail Service page will appear. Select Internet E-mail

Add New E-mail Account

X

Choose E-mail Service

Conneck ko your POP, IMAR, or HTTP server to send and receive e-mail messages,

(") Microsoft Exchange
Conneck ko Microsoft Exchange For access ko wour e-mail, calendar, contacts, Faxes and voice mail,

(") other
Connect to a server type shown below,

< Back ” Mext = ][ Zancel

20. Click Next

A new page will appear as per screen shot example below;




Add New E-mail Account

Internet E-mail Settings

Each of these settings are required to get wour e-mail account working,

User Information Test Account Settings

X]

Your Mare: |He||:u:|esk | After filling out the infarmation on this screen, we

recommend wou tesk your account by clicking the

E-mail Address: |helpdesk@harbuursat.-:u:um.au| button below, (Requires network connection)

Server Information

Account Tvpe: | POP3 b |

Incoming mail server: | |

Dukgoing mail server (SMTPY: | |

Logon Information

ser Mame: | |

Password: | |

Remember password

[]Require lagon using Secure Password Authentication (SPA)

Cancel

21.
22.
23.
24.
25.
26.

27.

Make sure your name is in the Your name field

Make sure your email address is in the E-mail address field.
In the Account Type dropdown menu, select POP3

In the incoming mail server field enter pop.gmail.com

In the outgoing server (SMTP) enter smtp.gmail.com.

In the 'User Name' field, enter your full email address e.g.
helpdesk@harboursat.com.au

Enter your password




X

Add New E-mail Account

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

User Information Test Account Settings

Wour Mare: |He||:u:|esk | After filling out the infarmation on this screen, we
recommend you test vour account by clicking the

E-mail Address: |helpdesk@harbuursat.u:u:um.au| button below, (Requires network connection)

Server Information
[ Test Account Settings ...

Account Tvpe: | POP3 b |

Incaming mail server: |F'DII'-';II'I'I~3"-CDI'I'I |

Qutgaing mail server (SMTF): |smtp.gmail.cu:um |

Logon Information

User Mame: |1e|pdesk@har|:u:uursat.u:u:um.au |

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

Remember password

[]require lagon using Secure Password Authentication (SPA) Mare Setkings ...

< Back ” Mexk = ][ Cancel ]

28. Click Next.

A congratulations screen will appear as per screen shot example below

Add New E-mail Account

Congratulations!

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

To close the wizard, click Finish,

:.d:‘

< Back

29. Click Finish Button




30. You will now be returned to the Accounts settings page. Click Close
31. In the Tools menu, select Account Settings.

The accounts settings page will appear as per screen shot example

X

Account Settings

E-mail Accounts
You can add or remove an account, You can seleck an account and change its settings,

Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

o Mew. 3 pepatr. .. B8R Change... @ SetasDefauk € Remove # @

Marne Twpe
helpdesk@harboursat. com. au PORSMTP {send Fram this account by default)

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

Change Folder | Personal Folders', Inbox

in data file C:\Documents and SettingsiFabiot . . AOutlook)Outlooks, pst

Close

32. Select the newly created POP/SMTP account, and click Change

Account Settings

E-mail Accounts
You can add or remove an account, You can seleck an account and change iks settings,

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

oy Mew, ., ﬁ‘&epair. ; Set as Default )( Remove 4 &

| Marme Twpe
mail.harboursat, com, au POPRISMTP (send From this account by default)
IMARSHTP

helpdesk@harboursat.com. au




33. The Change E-mail Account page will appear as per screen example below;

Change E-mail Account

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

User Information Test Account Settings

Your Marne: |hel|:n:|esk | After Filling out the information on this screen, we
recommend wou kest your account by clicking the

E-mail Address: |helpdesk@harbnursat.l:l:um.au| button below. {Requires nebwork connection’)

Server Information

[ Test Accounk Settings ...

Account Type: | |

Incoming mail server: |imap.gmai|.cum |

oukgoing mail server (SMTP): |smtp.gmai|.c0m.au |

Logon Information

Lset Marme: |helpdesk@harhuursat.com.au|

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

Remember password

[JRequire logon using Secure Password Authentication (SPa) More Settings ...

[ Mext = l[ Cancel l

34. Click More Settings button on the lower right of the page.

35. Click the Advanced tab.

36. For the Incoming Server section you must select SSL encryption. The number should
change to 995

Internet E-mail Settings

General | Folders -Outgoing Server | Connection | Advanced

Server Port Mumbers

Incarning server (IMAPT: 5995 | [ Use Defaulks ]

IUse the Following tvpe of encrypted connection: | 35L ¥l|
Qubgoing server (SMTP): |25—|

Use the Following type of encrypted connection: ITLS v i

Server Timeouks
Short £7

Long 5 minutes

Folders

Root folder path: |

Ok ] l Cancel




37. For the Outgoing server section you must select SSL encryption and change the port
number from 25 to 465.See screen shot example below.

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

Internet E-mail Settings E

zeneral ] Cukgoing Server ] Connection Advanced l
Server Pork Murnbers

Incoming server (POP3 | 995 IJse Defaulks

[v This server requires an encryphed connection (S50
Qukgaing server [SMTP: %ﬁ_

Ilze the Fallowing tvpe of encrypted conneckion: |SSL j
Server Timeouts
Shark " Long S minutes
Delivery

¥ Leave a copy of messages on the server!

[ Remaove from server after :—I days

[ Remove From server when deleted from 'Deleted Ttems!

(04 | Zancel |

39. 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
' should also be selected.



Internet E-mail Settings

General | Folders | Qubgoing Server |Cu:unneu:tiu:un || Advanced |

i‘ﬂy outgoing server (SMTP) requires authenticationd

@ Use same setkings as my incoming mail server
(") Log on using

User Marme: | |

Passwiord: | |

Remember password
Reguire Secure Password Authentication (SPA)

L Ok, ] [ Cancel

40. Click OK
41. Click Next

Change E-mail Account

Congratulations!

You have successfully entered all the information required ko sekup wour
accaunk,

To close the wizard, click Finish.

< Back




42. Click Finish
43. You will be returned to the Account Settings page. Click Close

Congratulations - you have completed setting up your email program to you Gmail POP.



