
Allow Secretary’s Helper to use Gmail to send emails. 
 

High Level Steps 

1) Enable 2-Step Verifica�on (Mul�factor Authen�ca�on) 
2) Create App Password 
3) Setup Secretary’s Helper to use the App Password 

Enable 2-Step Verifica�on (Mul�factor Authen�ca�on) 
 

Signing to your Account at htps://mail.google.com 

 

Click on your Profile Icon in the top right corner 

Select Manage your Google Account 

https://mail.google.com/


 

Click on Security 

 

Scroll down to “2-Step Verifica�on” 

• If it is “Off” then click on 2-Step Verifica�on and con�nue in this sec�on 
• If it is “On” then go to the next Sec�on Create App Password 



 

Click on GET STARTED 

 



Enter your password to verify it is you then click Next 

 

Enter your Cell Phone Number, then click Next 

 



Google will now send you a Text Message with a verifica�on code, enter this verifica�on code and click 
Next 

 

Click TURN ON 



 

Now that 2-Step Verifica�on is turned on click the Back Arrow 



 

2-Step verifica�on is now “On” it is �me to create Create App Password 

Create App Password 
 

 

Click on App passwords 



 

Enter your password to verify it is you then click Next 

 

Select Mail App 



 

Select Windows Computer 

Click GENERATE 



 

Make Note of the Password, as we will need this for Secretary’s Helper, then click DONE 

 

You can see the App Password listed, but if you want to delete it you can from here.  Click on the Back 
Arrow. 



 

We can now verify that 2-Step Verifica�on is ON and at least 1 App Password exists. 

You can now close your Browser and con�nue to “Setup Secretary’s Helper to use the App Password” 

Setup Secretary’s Helper to use the App Password 
 

 

In Secretary’s Helper, select Tools, Op�ons 



 

Select SMTP / Files 

Enable the SMTP Module with the following se�ngs 

1) SMTP Server: smtp.gmail.com 
2) SMTP Server Port: 587 
3) SSL Required: Check 
4) Creden�als Required: Check 
5) UserID: <Enter your Google Account> 
6) Password: <Enter App Password from above sec�on> 
7) From Address: <Enter your Google Account> 
8) From Display Name: <Enter the Display Name you want to show on the Emails> 

Click Save Record, then Close 



Test Send Email 

 

In Secretary’s Helper, select Tools, Email, Send Message 



 

Enter an Email Address to send to, along with a Subject, and TEXT then click Send 
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