
Step 1: Google 
GMAIL

Click setting

Step 2: 
select account and import 

then
find “ send mail as”

click Add another email address

Email setup for sending email thru Gmail with 
cooperate email address



Step 3: Put your 
name & your 
email address

Step 4: 
a) Port: 465

b) key in your full 
email address and 
default password

c) click add account

Step 5: 
You will rcvd an email 

from server.

Default password is 1q2w3e!@# 
Don’t worry about default password, the password only workable with your provided GMAIL account.



Step 6: 
click import mail and 

contacts

Step 7: Key in your full 
email address.

Step 8: 
a) key in default password

b) make sure full email address
c) Port 995

d) tick Use SSL

Last step:
tick 2 column

[Import mail & Add Label]
then click Start Import.

Default password is 1q2w3e!@# 



Verification steps
Click verify

and key in the confirmation code from the email.


