
Adding a Gmail account 

1. Note: UTech strongly recommends using the native Google websites and apps 
for email, calendar, etc., as they are more reliable than using Outlook to access 
Google services, get the latest features from Google, and are better integrated 
with other Google services, such as Chat and Drive. 

2. Select Outlook > Preferences > Accounts. 

3. Click the plus (+) sign > New Account. 

4. Type your email address using first.last@case.edu > Continue. Note: do not 
use username@case.edu, as it will set up your Microsoft mailbox, which will not 
work. You cannot set up both the Gmail and Microsoft mailboxes, as they will 
create a conflict. 

 

mailto:username@case.edu


5. Type your password > Add Account. 

 



6. Click Continue. 

 

7. Sign-in to your Gmail account within Outlook for Mac. This is for users who are 
on Build 16.15.18070902 and higher. 



 
Have you already added your Gmail account to Outlook then see, Improved auth 
for existing Gmail users. 

https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-6e27792a-9267-4aa4-8bb6-c84ef146101b#bkmk_improvedauth
https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-6e27792a-9267-4aa4-8bb6-c84ef146101b#bkmk_improvedauth


8. Select an account to sign in. Make sure you use your University Gmail account 
(abc123@case.edu) 

 



9. Type the account password. 

 



10. The Google account permissions window appears. Click Allow. 

 



 

11. Click Open Microsoft Outlook. 

 



12. Select Done to start using Outlook 2016 for Mac. 
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