STUDENT TECHNOLOGY

HELP < DESK

How To Configure Your University Gmail Account
in the Outlook App in macOS

Note: Configuring Gmail within non-Gmail mail applications (e.g., Apple Mail, Outlook for desktop, Outlook
mobile app) includes limited functionality, such as sending and receiving email only. For full functionality,
including calendar and contacts, you must use Gmail via the web (gmail.miami.edu) or the Gmail mobile

app for iOS or Android.

To configure as a secondary account, jump to page 6.

Launch the Outlook app.

On the welcome screen select Add Email Account.

Welcome to Outlook

Add Email Account
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https://gmail.miami.edu/

Enter the email address as your CanelD@students.miami.edu then click Continue.

0E=OY

Add an Account

—
—
Enter your email address

Add your Microsoft 365, Outlook.com, Google, iCloud, Yahoo, IMAP,
or POP accounts.

Stay organized with your work and
s Email address
personal calendars in one place. = . _
s.ibis@students.miami.edu

e ] ¢

Create new account

Select Google as the email provider.

Sorry! We couldn't find a match.
Please choose the provider for
s.ibis@students.miami.edu

SUPPORTED

0 o ) = O

Microsoft 365 Outlook.com Google iCloud

y/ & &

Yahoo IMAP POP

COMING SOON

Need Help? Learn more about adding accounts

Click Continue.
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Add Account

@ Not Google?

Setting up s.ibis@students.miami.edu

@

For better experience, your messages, events, and
contacts will be synced to the Microsoft Cloud
Learn More

T -

Sync directly with Google

Click Sign in to Google.

Add Account

G Google

Your browser has been opened. Please sign in to
s.ibis@students.miami.edu and come back when
you're done.

Sign in to Google -

Cancel
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Choose your university email account. If not listed, select Use another account to sign in with
your UM email address (CanelD@miami.edu).

G Sign in with Google

Choose an account from o Sebastian Ibis <=
. . s.ibis@miami.edu
miami.edu

® Use another account
to continue to Microsoft apps & services

To continue, Google will share your name, email address,
language preference, and profile picture with Microsoft apps &
services. Before using this app, you can review Microsoft apps
& services's privacy policy and terms of service.

English (United States) v Help Privacy Terms

Click Continue.

G Sign in with Google

. . . By continuing, Google will share your name, email address,
Slg nin tO M |Cr050ft apps language preference, and profile picture with Microsoft apps &

services. See Microsoft apps & services's Privacy Policy and

& services Yorms of Service.

You can manage Sign in with Google in your Google Account.

©® s.ibis@miami.edu

\ / N
[ Cancel ) ( Continue ’
A AN

English (United States) - Help Privacy Terms
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Click Allow.

G Sign in with Google

This will allow Microsoft apps & services to:

Microsoft apps &

M Read, compose, send, and permanently delete@

SerViceS all your email from Gmail

wants to access your & see, edit, create, and delete all of your Google ()
Drive files

Google Account B See, edit, download, and permanently delete G)

ur contacts
© s.ibis@miami.edu "
[ See, edit, share, and permanently delete all ()
the calendars you can access using Google
Calendar

® See and download all of your Google Account ()
email addresses

@ See and download your exact date of birth ()

Make sure you trust Microsoft apps &
services

You may be sharing sensitive info with this site or app. Learn
about how Microsoft apps & services will handle your data by
reviewing its privacy policies. You can always see or remove
access in your Google Account.

Learn about the risks

C Cancel DI¢ Allow 4

Click Allow.

Do you want to allow this page to open "Microsoft Outlook”?

Cancel Allow
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Once configured you will see a confirmation. Click Done.

Add Account

v/

Google account has been added

s.ibis@students.miami.edu -

‘ o Add another account

Outlook supports Microsoft 365, Outlook.com, Google,
.y" iCloud, Yahoo, IMAP and POP accounts.

Add Another

Take Outlook anywhere
N\ I Get Outlook for your iOS or Android devices.

Get Mobile Outlook

Add another account Done -

How To Configure Your University Gmail Account as a
Secondary Account in Outlook in macOS

With the Outlook application open, go to the Navigation menu and select Outlook >
Preferences.

Outlook File Edit View Mess;:

About Outlook
Purchase Microsoft 365

v New Outlook

Preferences...

Page | 6 Created: July 2024
Created by: Student Technology Help Desk Review by: July 2025



Personal Settings

g

General

Email

Reading

Other

Calendar

From the Outlook Preferences menu select Accounts.

Profiles

L)
L

Composing

My Day

Accounts

Default Account

s.ibis2028@gmai...
s.ibis2028@gmail.com

!

A [ A;
== e (] | }:\
Accounts Notifications Categories Fonts
& Sounds
v ™ S
o (0]
Signatures Rules Junk
-
Ly, Q
Privacy Search

Click the + icon and select Add an Account.

show All | Q|

s.ibis2028@gmail.com
Google

iy —

Add an Account...

Open Shared Mailbox... F
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Account description: s.ibis2028@gmail.com

Personal information
Full name: s.ibis2028@gmail.com

E-mail address: s.ibis2028@gmail.com

Security

@v
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Enter the email address as your CanelD@students.miami.edu then click Continue.

0E=OY

Add an Account

—
—
Enter your email address

Add your Microsoft 365, Outlook.com, Google, iCloud, Yahoo, IMAP,
or POP accounts.

Stay organized with your work and
s Email address
personal calendars in one place. = . _
s.ibis@students.miami.edu

e ] ¢

Create new account

Select Google as the email provider.

Sorry! We couldn't find a match.
Please choose the provider for
s.ibis@students.miami.edu

SUPPORTED

0 o ) = O

Microsoft 365 Outlook.com Google iCloud

y/ & &

Yahoo IMAP POP

COMING SOON

Need Help? Learn more about adding accounts

Click Continue.
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Add Account

@ Not Google?

Settingup s.ibis@students.miami.edu

@

For better experience, your messages, events, and
contacts will be synced to the Microsoft Cloud
Learn More

T -

Sync directly with Google

Click Sign in to Google.

Add Account

G Google

Your browser has been opened. Please sign in to
s.ibis@students.miami.edu and come back when
you're done.

Sign in to Google -

Cancel
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Choose your university email account. If not listed, select Use another account to sign in with
your UM email address (CanelD@miami.edu).

G Sign in with Google

Choose an account from o Sebastian Ibis <=
. . s.ibis@miami.edu
miami.edu

® Use another account
to continue to Microscit apps & services

To continue, Google will share your name, email address,
language preference, and profile picture with Microsoft apps &
services. Before using this app, you can review Microsoft apps
& services's privacy policy and terms of service.

English (United States) v Help Privacy Terms

Click Continue.

G Sign in with Google

. . . By continuing, Google will share your name, email address,
Slg nin tO M |Cr050ft apps language preference, and profile picture with Microsoft apps &

services. See Microsoft apps & services's Privacy Policy and

& services Yorms of Service.

You can manage Sign in with Google in your Google Account.

©® s.ibis@miami.edu

\ / N
[ Cancel ) ( Continue ’
A AN

English (United States) - Help Privacy Terms
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Click Allow.

G Sign in with Google

Microsoft apps &
services

wants to access your
Google Account

© s.ibis@miami.edu

This will allow Microsoft apps & services to:

]

a m o

Read, compose, send, and permanently delete @
all your email from Gmail

See, edit, create, and delete all of your Google (D)
Drive files

See, edit, download, and permanently delete (D
your contacts

See, edit, share, and permanently delete all ()
the calendars you can access using Google
Calendar

See and download all of your Google Account ()
email addresses

See and download your exact date of birth (&)

Make sure you trust Microsoft apps &
services

You may be sharing sensitive info with this site or app. Learn
about how Microsoft apps & services will handle your data by
reviewing its privacy policies. You can always see or remove
access in your Google Account.

Learn about the risks

( Cancel

) C

Allow

—

Click Allow.

Do you want to allow this page to open "Microsoft Outlook”?

Cancel Allow

Once configured you will see a confirmation. Click Done.
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Add Account

v/

Google account has been added

s.ibis@students.miami.edu -

‘ o Add another account

Outlook supports Microsoft 365, Outlook.com, Google,
G .y/ iCloud, Yahoo, IMAP and POP accounts.

Add Another

Take Outlook anywhere
@ Get Outlook for your iOS or Android devices.

Get Mobile Outlook

Add another account Done _

You will then see all your configured accounts in the Outlook application.

Q, search

@ = oy T Delete T Archive @ Report Fg Move [ Flag ~ 7 MarkUnread () Syne - D

- 7 ESEED Focused  Other =

> All Accounts

& ~ s.ibis202B@gmail.com
& Inbox 1
27 Drats
= Archive
B sent

Tl Delated items

£

B3 Junk Email

BJ important

) starred
‘What a productive day!

> s.ibis@miami.edu
You've accomplished a lot

> Saved Searches

~ On My Computer
B inbox
77 Drafts
= Archive
B sent
Tl Delated items
B3 Junk Email

Note: Configuring Gmail within non-Gmail mail applications (e.g., Apple Mail, Outlook for desktop, Outlook
mobile app) includes limited functionality, such as sending and receiving email only. For full functionality,
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including calendar and contacts, you must use Gmail via the web (gmail.miami.edu) or the Gmail mobile
app for iOS or Android.

STUDENT TECHNOLOGY

HELP & DESK

Phone: 305-284-8887
Email: sthd@miami.edu
Web: sthd.it.miami.edu
1300 Memorial Drive, Rm 325
Coral Gables, FL 33146
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https://gmail.miami.edu/

