HELP SHEET

University ‘s
of Portland

Information Services —Technical Suppori

Help Sheet:How to Configure Apple Mail 3.0 for Gmail

Introduction

This will guide you through the steps of creat
an IMAP account to view your University
Portland Gmail account usigpple Mail.

Steps

1. Enable IMAP within your Gmal
Settings.

2. Go to theApple Mail Control
Preferences.

3. Click onAccounts.

4. Open up theMail” section and click ol
“E-mail Accounts.” Click on the (+)
sign to add a new account.
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Full Name: | Gmail Student
Incoming Mail Server: | imap.gmail.com
User Name: | gstudentidup.edu
Password; sssesssssssss
Outgoing Mail Server (SMTP): | Gmail =
[ Use only this server
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5. On theSettingsscreen, enter in tt
following information:
o UserInformatior

0
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Your Name: Your Name (e:
John Pilot

Email address: Your U
email (ex.pilotl0@up.edy

Server Informatio

Account typeIMAP
Incoming mail servel
imap.gmail.corr
Outgoing mail servel
smtp.gmail.corr

Logon Informatior

User Name: Your UP eme
address (ex. pilotl0@up.e:
Password: This password y
will get by visiting the Helg
Desk with photo ID. It is nc
the same password as the
you use to get into PilotsL

6. Under theAdvanced

Incoming server (IMAP)
Change the option next Use
the following type of encrypted
connectionto SSL by checkint
the box. The default server p
for this option should b993

(0]
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7. Under theOutgoing Serverdrop down,
select Edit SMTP server settings.” Make
sure that outgoing server (SMTP)
requires authentication type Passworc
Username will be your full email addres
The password will be the one you get
visiting the Help Desk with photo |

Cescr ption Server Name In Use By Account
Grrall smra.gmall.com Small, UF Mail

G ail SMTF Test smt.gmail.cam APGMAI

I[ Account i Advarced ]

@) use default ports (25, 463, 587)
(] Use custom pert:

# Use Szcure Sockets Layer [S5L)

Authentication: | Password

User Mame: | gstudent@up.edu

Pazsword, | sessrasssanss

@ ( Cancel ) @k

8. Exit from thePreference Pan.

9. To view your mail, open Apple Mail 3

Note: It may take a while for your folders to sypg so
don’t panic if all your email doesn’t show up righway.
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