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I. CONFIGURING YOUR MS OUTLOOK WITH WEBMAIL 

1. Preliminary Necessities 

To configure your MS Outlook application, you would need the following details: 

 Incoming and outgoing server settings of your web-mailer which includes the 

server names and server port numbers 

 Your Email ID and password of the email ID that needs to be configured on 

Outlook 

 It is preferred to use IMAP over POP3 as IMAP is preferred when multiple 

devices would be used to sign in the same email account as changes get 

reflected across all devices. This configuration guide uses IMAP as an example 

and the same is the process for POP3 settings (change in server settings in 

POP3). 

2. Configuring MS Outlook 

Open the MS Outlook Application (this guide shows the screenshots of Outlook 2013). 

 

i. Open the File tab of the Application to view the Account Settings. The screenshot 

of the same is as follows: 
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ii. Click on the Account Settings. If account is associated with the Outlook 

application, it displays the account list. Click on New to associate a new Email ID  
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iii. Click on Manual Setup Option 
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iv. Enter the details as per the Webmail settings in the fields as follows: 
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Once the fields are entered Click on “More Settings” tab at the lower right hand-

side. 

 

v. Here on the Outgoing server tab the following has to be selected and on the within 

the Advanced Tab, Port Numbers of the servers have to be entered as follows:

Incoming server Port No changes for POP3/IMAP however remains the same for 

Outgoing server  
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Click to confirm the changes 

 

3. Verification  

Verify the validity by clicking on “Test Account Settings”. If the settings applied 

are successful it will show the following status: 

 
 

Verify whether Outlook is working by clicking F9 to retrieve all e-mails: 
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II. CONFIGURING YOUR MS OUTLOOK WITH GMAIL 

1. Preliminary Necessities 

To configure your MS Outlook application with gmail account, you would to set the 

following: 

 Within your Gmail account you may need to enable IMAP/POP3. This is to be 

done as follows 

 

 
 

Once set use the configuration server settings provided by Network 

Administrator (Gsuite Admin) or general Gmail configuration settings. 

 

 

Once the Gmail settings are modified MS Outlook is to be configured as 

described in Section I.  


