
How to add a Gmail Account to Outlook 2016 for the Mac 
 

1. After you setup your Gmail account in a web browser, click on the “Settings” button (it 
is the one with the gear icon).  Click on “Settings”. 
 

 
 

2. Click on the “Forwarding and POP/IMAP tab and under IMAP Access, select enable 
IMAP.  Scroll down and select “Save Changes”. 

 
 
 



3. Open your Outlook program and click on “Tools” and then click “Add Account”. 
 

 
 

4. Select “Other Email”. 
 

 



5. Type in your email address and password.  The window will expand once you enter your 
address and password.  Under user name type your full address.  Match the settings for 
the incoming and outgoing server that you see below.  Make sure you select “override 
default port” and to the right enter the appropriate port number.  Click “Add Account”. 
 

 
6. Your email should start to populate in your new Outlook profile. 


