Configuracion de Cuentas de Correo Electronico de
Google para acceso en MS Outlook 2003

1) Configurar IMAP desde su cuenta de correo electronico @upr.edu. — (encontrara
las instrucciones en documento aparte)

2) En el programa MS Outlook, seleccionar arriba en el menu la opcion Tools -> E-
mail Accounts ...

3) Aparecera una ventana similar a ésta:

E-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

" add a new e-mail account

% ¥iew or change existing e-mail accounts:

Directory

" add a new directory or address book

E € View or change existing directories or address books

< Back I Next > I Close

4) Marcar la opcién Add a new e-mail account.



This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

' add a new e-mail account:
 Viewo

ng e-mail accounts
Directory

" add a new directory or address book

¢ View or change existing directories or address books
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5) Oprima Next.

6) En la proxima ventana, marcar la opcion IMAP.
Ejempilo:

E-mail Accounts 5]

Server Type
‘You can choose the type of server your new e-mail account will work with,

" Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

" POP3

to a POP3 e-mail server to download your e-mail.

0 an IMAP e-mail server to download e-mail and synchronize mailbox

Connect ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox folders.

(" additional Server Types
Connect to another workgroup or 3rd-party mail server.
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< Back ext > Cancel
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7) Oprima Next.
8) Aparecera una ventana similar a ésta:



E-mail Accounts x|

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Name: l| Incoming mail server (IMAP): I
E-mail Address: I QOutgoing mail server (SMTP): |

Logon Information

User Name: l

Password: I

[V Remember password

[ Log on using Secure Password More Settings ...

Authentication (SPA)

| < Back I ldext = I Cancel I

9) En dicha ventana, debera proveer informacion para los siguientes campos:

N

Your Name: afiadir su nombre

E-mail Address: anadir su direccion de correo @upr.edu

User Name: afadir su direccion de correo @upr.edu

Password: afiadir su contrasefia para cuenta de correo @upr.edu
Marcar la opcion Remember password

Incoming mail server (IMAP): escriba imap.gmail.com

Outgoing mail server (SMTP): escriba smip.gmail.com

Ejemplo:



E-mail Accounts x|

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Name: hanuel Rodriguez Martinez Incoming mail server (IMAP): |imap.gmai|.com
E-mail Address: bnuel.rodriguez?@upr.edu Qutgoing mail server (SMTP): |smtp.gmail.com

Logon Information

User Name: lmanuel.rodriguez?@upr.e(

Password: l****w*

[V Remember password

Il Log on using Secure Password More Settings ...
Authentication {SPA)

< Back I MNext > I Cancel

10) Oprima More Settings ...
11) En la préxima ventana oprima la pestafia de Advanced
12) Complete los campos relacionados al Incoming server (IMAP):

a. Marcar la opcion que indica: This server requires an encrypted connection
(SSL).

b. Verifique que el valor 993 este en el blanco al lado de la frase Incoming
Server (IMAP):

13) Complete los campos relacionados al Outgoing server (SMTP):

a. Marcar la opcion que indica: This server requires an encrypted connection
(SSL).
b. Escriba el valor 465 en el blanco al lado de la frase Outgoing Server (IMAP):
Ejempilo:



14) Oprima la pestana Outgoing Server.



15) Seleccione My outgoing server (SMTP) requires authentication
Ejempilo:

Internet E-mail Settings ] X|

General Outgoing Server IConnectionI Advanced |

outgoing server (SMTP) requires authentication:

¢ Use same settings as my incoming mail server
" Log on using

User ame:

Password)

¥ Remember password

™ Logonusing Secure Password Authentication (SPA)

W} Concel |

=

16)Oprima OK. Aparecera una ventana similar a la siguiente:

E-mail Accounts 5]

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

Your Name: Flanuel Rodriguez Martinez Incoming mail server (IMAP): Iimaugmail.com
E-mail Address: Fnuel.mdriguez?@upr.edu Outgoing mail server (SMTP): Ismtp.gmail.com

Logon Information

User Name: Imanuel.rodriguez7@upr.et
Password: I*******

[V Remember password

™ Log on using Secure Password More Settings ... I
Authentication (SPA)

Cancel

< Back

17) Oprima Next. Aparecera una ventana similar a la siguiente:



Congratulations!

You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.

< Back

18)Oprima Finish

19) Seleccione Inbox de su cuenta @upr.edu para acceder sus mensajes

box icrosoft Outlook
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Type a question for help
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Reunion Project Plan - UPRGAE
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