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How to setup Email account in Gmail 

1. Log in to your Gmail account 

2. Click the gear icon <Settings> in the upper right corner, 

then click <See all settings> 

 

 

3. Click the <Accounts and Import> or <Accounts> tab at the top, then click 

<Add an email account> 
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4. Enter the email address in <Email address>, then click <Next> 

 
 

5. Select <Import emails from my other account (POP3)>, then click <Next> 
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6. Enter the following email settings, then click <Add Account>: 

- Username: Enter email address 

- Password: Enter email account password 

- POP Server: You can find it in Support Letter > Hosting Email > POP3 Server Host 

- Port: Select 995 

- Check <Always use a secure connection (SSL) when retrieving mail> 

- Check <Label incoming messages: (email address)> 

 
 

7. Select <Yes, I want to be able to send mail as (email address)>, then 

click <Next> 
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8. Enter your name in <Name>, then click <Next> 

 

 

9. Enter the following email settings, then click <Add Account>: 

- SMTP Server: You can find it in Support Letter > Hosting Email > SMTP Server Host 

- Username: Enter email address 

- Password: Enter email account password 

- Port: Select 465 

- Select <Secured connection using SSL> 
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10.Return to your Gmail inbox to check the verification email and complete 

the confirmation steps

 

 


