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IMAP SETUP FOR MAIL CLIENTS 

Outlook Setup (IMAP) 

1) Go to File > Add Account. 

 

2) Enter the Email Address, click “Connect” and then select “IMAP” as an account type 

 

3) Enter Server Settings 

 

Incoming Mail (IMAP): 

• Server: imap.gmail.com 

• Port: 993 

• Encryption: SSL/TLS 
 
Outgoing Mail (SMTP): 

• Server: smtp.gmail.com 

• Port: 465 or 587 

• Encryption: SSL/TLS (or STARTTLS for port 587) 

 

4) Provide Login Details: 

• Username: Project Email Account (for example: office@acronym.eu) 

• Password: (provided separately) 

 

5) Click “Connect” or “Finish” to complete the setup. 

 

Help 

Please use the official help articles for further settings and options: 

• Set up Gmail with a third-party email client 

• Add a Gmail account to Outlook for Windows 

• Change or update email account settings in Outlook for Windows 

https://support.google.com/a/answer/9003945?sjid=14060920234978943801-EU&hl=en
https://support.microsoft.com/en-us/office/add-a-gmail-account-to-outlook-for-windows-70191667-9c52-4581-990e-e30318c2c081#PickTab=Outlook_for_Windows&picktab=new_outlook
https://support.microsoft.com/en-us/office/change-or-update-email-account-settings-in-outlook-for-windows-560a9065-3c3a-4ec5-a24f-cdb9a8d622a2#bkmk_Advanced

