RECEIVE AND SEND EMAILS FROM GMAIL

STEP 1

Sign in to your Gmail account using your Google credentials. This will be the inbox where you

manage your external email.

Click the settings icon in the top right corner of Gmail.
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STEP 2

Select See all settings to access the full configuration options.

<« e 23 mail.google.com/mail/u/0/#inbox
= M Gmail Q  Search mail 3=
> c i 1-50 of 482 >
/ Compose o
& Primary © Promotions 2, Social o Updates EEIED
& Inbox
¥ Starred "'ndate

@® Snoozed 2ol

> = B
Undates EXED
Jans
ax @
o
nto Jan2 o
fram TIKTOK DTE ITN An 2
® v =@ C

cLck ® @& 4 ‘

Jan8

Ouicks%\

See all settings

Apps in Gmail

Chat and Meet



STEP 3

Open the Accounts and Import tab, where Gmail manages external email addresses and

sending settings.
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STEP 4

Q  Search mail

Settings
General Labels Inbox

Language:

Maximum page size:
Undo Send:

Default reply behavior:
Learn more

= @ © 4

Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes
Gmail display language: English (US) v| Change language settings for other Google products
Enable input tools - Use various text input tools to type in the language of your choice - Edit tools - Learn more

@ Right-to-left editing support off
(O Right-to-left editing support on

Show|50 v/ conversations per page
Send cancellation period: 5 v|seconds

O Reply
© Replyall

Under Check mail from other accounts, click Add a mail account to begin linking your email

address.

Enter the full email address you want to use with Gmail and proceed to the next step.
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STEP 5

Choose the option to import emails using POP3, allowing Gmail to fetch messages from your
existing mail server.
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STEP 6

Select your preferred options, such as keeping a copy of messages on the server or applying a
label to incoming mail.

Confirm the settings and allow Gmail to test the connection to the mail server.
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STEP 7

Once the connection is successful, choose whether you want to send emails from this address
as well.
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NEXT STEP: Configure sending from gmail
as: Galactik Hosting <galactic.it.solutions@gn
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| from other accounts: Add a mail account

:ss to your account: Add another account
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Mark as read
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STEP 8

Enter the sender name (Under Name) you want recipients to see when you send emails from
this address.
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STEP 9

Configure the SMTP server settings to enable outgoing mail, using the details provided after
email account creation — See inbox, it should be the first email.
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STEP 10

Success
Q. search mail
25 mail.google.com/mail/u/0/?ui=28&ik=eb773fe0e9&jsver=BSOFZtdgu9U.en.Les...
Settings Add another email address you own
General Labels Inbox Accountsand Import Filters and Blocked Addresses | Gommnmveriication and add vour.emarl eddres 8s
e Congratulations, we successfully located your other server and verified your credentials.
Change account settings: Change password Just one more step!
Change password recover){ options An email with a confirmation link was sent to guide@galactikitsolutions.co.ke.
Other Google Account settings [Resend email]
To add your email address, click on the link in the confirmation email.
i i 5 ;
Using Gmail for work? Businesses get yourname@example.com ema Close winiow
Import mail and contacts: Import from Yahoo!, Hotmail, AOL, or other we
Learn more Import mail and contacts
Send mail as: Galactik Hosting <galactic.it.solutions@gn DONE. It should appear here
(Use Gmail to send from your other email Reply-to address: info@galactikhosting.com
Addigsses) Galactik Hosting <guide@galactikitsolutiol e
Learnmore Mail is sent through: mail.galactikitsolutions.c¢
Secured connection on port 465 using SSL
Add another email address
Check mail from other accounts: guide@galactikitsolutions.co.ke (POP3) e
Learn more Last checked: 1 minute ago. View history Chet
Verify the email address by entering the confirmation code sent to your external inbox.
Settings = -

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

Using Gmail tor work? BUSINESSES get yourname@example.com email, more storage, and admin tools with Google Workspace. Iry at no cost

Import mail and contacts: Import from Yahoo!, Hotmail, AOL, or other webmail or POP3 accounts.

Learn more Import mail and contacts

Send mail as: Galactik Hosting <galactic.it.soluti gmail.com: edit info

(Use Gmail to send from your other email Reply-to address: info@galactikhosting.com

addresses) Galactik Hosting <guide@galactikitsolutions.co.ke: B i unverified  verify delete
L Mail is sent through: mail.galactikitsolutions.co.ke

Secured connection on port 465 using SSL. You will need to verify your account to enable sending from
gmail

Add another email address



STEP 12

M Gm ail Confirmation

Please confirm sending mail as guide@galactikitsolutions.co.ke.

Click here to return to your Gmail account: https:/mail.google.com.

[ Confim |

©2026 Google - Gmail Home - Privacy Policy - Program Policies - Terms of Use - Google Home

STEP 13

M Gm a|| Confirmation Success!

The Gmail user may now send mail as guide@galactikitsolutions.co.ke.

Click here to return to your Gmail account: https://mail.google.com.

STEP 14

After verification, set the address as default if required and start sending and receiving emails
directly from Gmail.
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STEP 15
Settings = -

Genera| Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

My picture®

Your Google profile picture is visible across Google services.
Learn more

You can change your picture in About me.

Create contacts for aut
complete:

@ When | send a message to a new person, add them to Other Contacts so that | can auto-complete to them next time
O I'll add contacts myself

Importance signals for ads: can view and change your preferences here.

Signature: No SN&S

(appended at the end of all outgoing
messages) -+ Create new

Learn more




