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Add Gmail account using POP in Outlook
When setting up Gmail 1n Outlook, ensure that POP 1s enabled 1n settings.
If the user has enabled 2-Step Verification for Gmail, they can only login to

Outlook by entering System-generated application password.
(Using Outlook 2021 as an example)

Check the settings of Gmail -

1. Click settings icon, click [See all settings] .
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2. Click [Forwarding and POP/IMAP] , verify IMAP is enabled.
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> Important Tip: You can also forward only some ur mail by creating a filter!
> gan POP download: 1. Status: POP is enabled for|all mail
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2. When messages are accessed with POP | keep Gmazil's copy in the Inbox ~
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3. Click on the icon in the top right corner, click [ Manage your Google Account]) .
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2. When messages are acc Privacy Policy - Terms of Service
® Updates 838 keep Gmail's copy in the Inb

4. Click [Security) — [2-Step Verification] .

If verification 1s off, jump to step.5

@ tome How you sign in to Google
2] Personal info Make sure you can always access your Google Account by keeping this information up to date
(® Data & privacy ® 2-Step Verification 2-Step Verification is off >
ﬁ S +*+  Password Last changed Dec 7, 2022 >
2 People & sharing

*¢ Skip password when possible >

B Payments & subscriptions

If verification 1s on, click it, and jump to step.7.

© tome How you sign in to Google
IE_'E'I Personal info Make sure you can always access your Google Account by keeping this information up to date
C® Data& privacy @ 2-Step Verification @ On since May 25, 2021
& security s+ Password Last changed Mar 13
22 People & sharing
*  Skip password when possible @ on

= Payments & subscriptions
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5. Scroll down on that page, click [Less secure app access]) .

@ Home
. Less secure app access (-\
2Z] Personal info
To protect your account, apps and devices that use
. less secure sign-in technology are blocked. To keep
©® Data &privacy your account secure, Google will automatically turn Q
this setting OFF if it's not being used.

|E| Security \
@ off

2 People & sharing

B Payments & subscriptions

Password Manager .
—
@ About You don't have passwords saved in your Google .
Account. Password Manager makes it easier to sign "
in to sites and apps you use on any signed-in
device.

Manage passwords

6. Toggle on the [ Allow less secure apps]) switch.
Now you can add Gmail account to Outlook and use your own password.

Google Account

¢ Less secure app access

Some apps and devices use less secure sign-in technology, which makes

your account vulnerable. You can turn off access for these apps, which we
recommend, or turn it on if you want to use them despite the risks. Google
will automatically turn this setting OFF if it's not being used. Learn more @

Allow less secure apps: ON Q
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7. Scroll down on that page, click [ Application password] .

Google account

< Two-step verification

the phone, Bluetooth security keys, and security keys directly [;\ugged into the
USB port of the computer.

Devices that do not require a second step of authentication

You can skip the second step on a trusted device (such as a PC)

Devices you trust

Revoke trust status for devices that skip two-step verification

UNDO ALL

Application password

We don't recommend using application passwords. In most cases, an application password is not
required to log in. To protect the security of your account, please link the application to your Google
Account through the "Sign in with Google Account” feature

Application password

none

8. Enter the application name, then click [Establish] to set a new application password.

Google account

< Application password

In older apps and services that don't support new security standards, you
can use your app password to sign in to your Google Account.

Signing in to your account through app passwords is less secure than newer
versions of apps and services that use new security standards. Before cre-
ating an application password, confirm whether you need it to log in to the
application.

Learn more

You don't have any application passwords.

To set a new application password, enter below...

N

Application name
OutlooK

( Establish )
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9. A pop up the window will display system-generated 16-digit application
password, then you can add Gmail account to Outlook use application password.

It 1s recommend taking note of this password as the generated password will not
be visible after closure. You would need to recreate it to generate a new password.

System-generated application password

Your device-specific application password

mxjabcebbzwldtbs

Usage

On the application or device where you want to set up your Google Account, go
to the account's Settings page and replace your password with the 16-character
password above.

This application password is just like your regular password and gives full access
to your Google Account. You do not need to remember this password, so do not

write it down or give it to anyone.
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Add Gmail account in Outlook :
1. Click [File] — [Info] — [Add Account] .
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2. Enter the email address, check [Let me set up my account manually )

and click [Connect] .

& Outlook

Email address

@gmail.com

Advanced options A

I ¥ Let me set up my account manuall}rl




G HFRE LW P

Computer and Information Networking Center

3. Click [POP] .

E Qutlook
Advanced setup

7 &% R G

Microsoft 365 Outlook.com Exchange Google

M & R

POP IMAP Exchange 2013
or earlier

Go back

4. Enter you own password or application password, then click [ Connect]

POP Account Settings
@gmail.com (Mot you?)

Password
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5. Account successfully added, click [Done] .

[ﬁ Qutlook
Account successfully added

I‘E‘IP{]P‘

@gmail.com

Add another ermnail address

Email address

Advanced options A

Let me set up my account manually

[ | Set up Outlook Mabile on my phone, too

Done




