Configuring Gmail to Access La Salle
University’s Exchange E-mail via POP3

1. Login to your Gmail account and click on the “Setting” button in the top-right corner of the screen.
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2. On the Settings menu, click “Accounts”.
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**These instructions were created on 11/19/2008. Changes to Gmail’s interface after this date may
result in inaccurate instructions.
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3. On the Accounts menu, click “Add another mail account”.
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4. Enter your University E-mail address in the text box labeled “Email address”, and then click “Next
Step”.

Add a mail account

Enter the email address of the account to get mail from
(Mote: You may add 5 more accounts)

Email address: | smithj1@lasalle edul

’ Cancel ] Next Step »
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5. Follow the guidelines in the image below to complete the settings on your account. Note that

default settings have been modified in this window. Click “Add Account” when you are done.

Lsername:
Fasswaord:

POP Server:

Add a mail account

Enter the mail settings for smithj1@lasalle.edu. L

Email address: smithjl@lasalle.edu

Your default University

The password used to access
your Exchange E-mail

username
=T i
smithj1 /
account
(I XTI T ]
mail.lasalle_edu v Port-| 995

[] Leave a copy of retrieved message on the server. Learn more

Always use a secure connection (S5L) when retrieving mail.
Learn more

[ Label incoming messages | smithj 1@lasalle edu |v|

[] Archive incoming messages (Skip the Inbox)

’ Cancel ” « Back ]

Add Account »

6. Accept the default setting and click “Next Step” on the “Your mail account has been added” screen.

{*) Yes, | want to be able to send mail as

D Mo {you can change this later)

Your mail account has been added.

You can now retrieve mail from this account.
Would you also like to be able to send mail as

@lasalle.edu?

@lasalle.edu.

Next Step »
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7.
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In the “Name” text box, enter your name as you would like it to appear when you send outgoing
messages. For example, “John Smith” would be appropriate, as would be “John A. Smith”.

Add another email address

Enter information for another email address.
[your name and email address will be shown on mail you send)

MName:

Email address: @lasalle.edu

Specify a different "reply-to” address (optional)

[ Cancel ] Next Step »

8. Click “Send Verification”.

9.

Add another email address
Verify your email address
Before you can send mail as @lasalle.edu, we need to verfy that you own this

email address. To perform the verification click "Send Verification”. We will then send
an email to golia@lasalle edu with instructions on how to verify your address.

’ Cancel ” « Back ] Send Verification

Check your University Exchange E-mail account and enter the code you receive in the text box. Then
click “Verify”. Alternatively, you can click on the link in the confirmation email.

Add another email address

Confirm verification and add your email address

An email with a confirmation code was sent to
To add your email address, do one of the following:

@lasalle.edu. [Eesend email]

: e | Enter and verify the confirmation
Click on the link in the

; : QR code
confirmation email | | Verify

You may now access your University Exchange E-mail account through Gmail!
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