
To Set Up Your Branded E‐mail Account in Gmail.

Important: This cannot be done on your phone. It needs to be done in a Gmail account that is on 
a PC or Mac. If you don’t have Gmail it is free to sign up for an account.

Go to Gmail.com and log in.
In the top right corner, click on the gear icon and go to See all Settings.
Click on the Accounts and Import tab
Under Check mail from other account, click Add a mail account

Screen one, type in your email account.



Screen Two, Import as POP3



Screen 3, enter the email account, password, check Always use a secure connection, Label Messages
and select port # 995. That is not necessarily the port Gmail will default to so it is important that you
select 995.



Screen 4, Select “Yes …”



Screen 5, enter the name you want fir the account. Do not select “treat as an Alias”



Screen 6, enter in SMTP Server value, Username which is your email address, password, port 465 and 
select SSL.



Screen 7 is the confirmation screen. When you close that window check your inbox for a confirmation 
email from Google and click the confirmation link.


