How to Configure Outlook

Part — | Setting in Google Mail.

Log in with your email ID and click on setting.
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Click on Forwarding and POP/IMAP option.

Settings

General Labels Inbox Accounts andImport Filters and Blocked Addresses | Forwarding and POP/IMAP | Add-ons Chat Labs Offline Themes

Forwarding: | Add a forwarding address |
Learn more

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

POP Download: 1. Status: POP is disabled
Learn more Enable POP for all mail

Enable POP for mail that arrives from now on

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

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

IMAP Access: Status: IMAP is disabled
(access Gmail from other clients using IMAP) Enable IMAP
Leam more o Disable IMAP

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

| Save Changes | [ Cancel |

Click on Enable IMAP and Click on Save Changes and Exit.

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat Labs Offline Themes
Learn more Enable PUF for all mail

Enable POP for mail that arrives from now on

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

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

IMAP Access: Status: IMAP is disabled
{access Gmai from other clients using IMAP) o Enable IMAP
Leam more Disable IMAP

When | mark a message in IMAP as deleted:
» Auto-Expunge on - Immediately update the server. (default)
Auto-Expunge off - Wait for the client to update the server.

When a message is marked as deleted and expunged from the last visible IMAP folder:
Archive the message (default)
Move the message to the Trash
Immediately delete the message forever

Folder Size Limits
# Do not limit the number of messages in an IMAP folder (default)

Limit IMAP folders to contain no more than this many messages | 1,000 v |

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

i | Cancel |




Part — Il Configure in Outlook.

Start Your Outlook and click on Next.

Welcome to Microsoft Outlook 2016

Welcome to QOutlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.
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I_.>| Net> | [ cance |

Click on Yes and Next.

Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

) No
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m Net> | [ cancel




Select Manual Setup or additional server type option and Click on next.

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Ié Manual setup or additional server typesl

m Next > ” L Cancel J

Select POP or IMAP and Click on Next.

Add Account

Choose Service

() Outlook.com or Exchange ActiveSync compatible service

@ POP or IMAP
Connect to a POP or IMAP email account

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

Ijm Next > l] [ Cancel




Configure settings as below.

[¥] Remember password

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

=

Add Account
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: | test '_1 We recommend that you test your account to ensure that
) the entries are correct,
Email Address: I Xyz@iitgn.ac.in
Server Information
Test Account Settings ...
Account Type: [ IMAP EH—S
2 S Automatically test account settings when Next
Incoming mail server: [[imap.gmail.com '_4 s ¥ gs w
Outgoing mail server (SMTP): I smtp.gmail.com I_S
Logon Information
User Name: | Xyz@iitgn.ac.in
- : Mail to keep offline: All
Password: l AKKKARKKAKRKR J—__J |_J

I #-' More Settings ...

< Back ][ Next > ][ Cancel ]

Settings.

1- Enter your Name.
2- Enter your E-mail ID.
3- Select Account Type as IMAP

4- Enter Incoming mail server as imap.gmail.com

5- Enter Outgoing mail server(SMTP) as smtp.gmail.com
6- Enter your Name or your E-mail ID.

7- Enter your E-mail ID Password.

Click on More Settings.

Click on General and check your E-mail ID.




Internet E-mail Settings (73]

[ General ” Outgoing Server I Advanced

Mail Account -

Type the name by which you want to refer to this account. For
example: "Work"™ or "Microsoft Mail Server”

| Xyz@iitgn.ac.in

Other User Information
Organization:

Reply E-mail:

[ oK J[ Cancel J

Click on Outgoing Server and select My outgoing server (SMTP) requires
authentication.

Internet E-mail Settings &3 |

| General | Outgoing Server | Advanced |

[¥] My outgoing server (SMTP) requires authentication

@) Use same settings as my incoming mail server

(") Log on using

Remember password
Require Secure Password Authentication (SPA)}

[ OK H Cancel ]

Click on Advanced and Configure settings as shown below.



Internet E-mail Settings =]

| General | Outgoing Server “Advanced |

Server Port Numbers —

|Incoming server (IMAP): 993 I [ Use Defaults ]

Use the following type of encrypted connection:| | SSL B

| Outgoing server (SMTP): 465 ]

Use the following type of encrypted connection:| | SSL E]
Server Timeouts -
Short ") Long 1 minute

Folders
Root folder path:

Sent Items
D Do not save copies of sent items
Deleted Items

["] Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

[¥] Purge items when switching folders while online

I_} OK ”[ Cancel ]

Settings.

- Enter value Incoming server (IMAP) as 993
- Use the Following type of encrypted connection as SSL
- Enter value Outgoing server (SMTP) as 465

- Use the Following type of encrypted connection as SSL

Click on OK.

Click on Next.



Add Account

=

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: test 1 We recommend that you test your account to ensure that

: ) = - ‘ the entries are correct.
Email Address: Xyz@iitgn.ac.in
Server Information

Test Account Settings ...
Account Type: [ IMAP
: 2 [ Automatically test account settings when Next

Incoming mail server: \imap.gmail.com is clicked y g

Outgoing mail server (SMTP): fsmtp.gmail.com

Logon Information
User Name: Xyz@iitgn.ac.in

Mail to keep offline: All
Password: AXAKKRKRRKRKK

[V Remember password

D Require logon using Secure Password Authentication

[_m Next > I [ Cancel ]

Click on Close.

Test Account Setfihgs
Congratulations! All tests completed successfully, Click Close to Stop
continue,
= Gese

Tasks | Errors

Tasks Status

w/Log onto incoming mail server (IMAP) Completed

\/Send test e-mail message Completed




Click on Finish.

Add Account

You're all set!

We have all the information we need to set up your account.

[ Add another account... ]




