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The Quick Answer

o Follow the instructions below to set up POP access in Outlook Express.
e Google Apps users, please follow the default instructions unless otherwise noted.

To set up your Outlook Express client to work with Gmail:

1. Enable POP in your email account. Don't forget to click Save Changes when
you're done.

Open Outlook or Outlook Express.

Click the Tools menu, and select Accounts...

4. Click Add, and then click Mail...

w N

5. Enter your name in the Display name: field, and click Next.
6. Enter your full address in the format 'username@crossroads4square.org’
in the Email address: field, and click Next.


http://mail.google.com/support/bin/answer.py?answer=13273
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Internet Connection Wizard

Intemet E-mail Address

Your e-mail address is the address other people use to send e-mai messages to you.

Email address: | Usemame@gmail com
For example: someone @microsoft com

[_<Bock J| Net> | [ Cance |

Enter pop.gmail.com inthe Incoming mail (POP3, IMAP or HTTP)
server: field. Enter smtp.gmail.com inthe Outgoing mail (SMTP) server:
field.

Internet Connection Wizard x
E-mail Server Names },(’\
My incoming mad serveris & | POP3 w0 | senver,

Incoming mad (POP3, IMAP or HTTF) server:
pop.gmad com

An SMTP server is the sarver that is used for your cutgoing e-mad,

Outgoing mad (SMTF) server.

[_<Bock || Nea> || Concel |

Click Next.
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9. Enter your full email address (including '@crossroads4square.org’) in the
Account name: field. Enter your email password in the Password: field, and
click Next.

X!

Internet Connection Wizard |
Intemnet Mail Logon '

Type the account name and password your Intemet service provider has given you.

Account name: Usemame Sgmal com
Password: |I-l RS |
Remermiber passwond

¥ your intlemet senice provider requines you (o use Secure Password Authentication
(SPA)to access your mad account, sslect the Log On Lsing Sacure Password
Authentication (SPA) check box.

[] Leg on using Secure Password Authentication (SPA)

[ <Back || Nea> | [ Cancel |

10. Click Finish.
11. Highlight pop.gmail.com under Account, and click Properties.

Internet Accounts ~~~[?|x]
M | Msl  News Dweciory Service| Add r|
Account Type Connection Remove

A mad Bralable
Bomomiem it =
Sell a3 Liefault

12. Click the Advanced tab.
13. Fill in the following information:*



Crossroads4Square.org
Help for Outlook Users
Page 4 of 5
= Check the box next to This server requires a secure connection (SSL)
under Outgoing Mail (SMTP).
= Enter 465 in the Outgoing mail (SMTP): field.
= Under Outgoing Mail (SMTP), check the box next to This server
requires a secure connection (SSL).
= Under Incoming mail (POP3), check the box next to This server
requires a secure connection (SSL). The port will change to 995.

(= = 2%

General | Servers | Connection = Security  Advanced
Server Port Numbers
Outgoing mail (SMTP): 465 Use Defaults
This server requires a secure connection (SSL)
Incoming mail (POP3): 9595

This server requires a secure connection (S5L)

Server Timeouts

Shot 1) long  1minute
Sending

[] Break apart messages larger than KE
Delivery

[ ]Leave a copy of messages on server

*The order of Outgoing and Incoming mail server fields varies by version. Make
sure you enter the correct information in each field.

14. Return to the Servers tab, and check the box next to My server requires
authentication.
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= pop.gmail.com Properties |E|X

| General | Servers | Connection | Securty | Advanced |

Server Information
My incoming mail serveris a mer,
Incoming mai (POP3):  pop.gmail.com |
Outgoing mai (SMTP): | smtp.gmail.com |

Incoming Mail Server
Password: sssessess |
[v] Remember password
[[] Log on using Secure Password Authentication
Outgoing Mail Server

[%] My server requires awthentication

Lok J[ concel |[ oy

15. Click OK.

Congratulations! You're done configuring your client to send and retrieve Gmail
messages on Crossroads4square.org mail servers.



