
FIRST, YOU WILL NEED TO TURN ON YOU 2-STEP VERIFICATION IN YOUR 
GMAIL. 

Go to the upper right corner of your email and click the square for Diocese of 
Lexington. 

 

Next click Manager your Google Account.  

 



NEXT : CLICK SECURITY ON THE LEFT SIDE OF THE SCREEN 

                                                                         

SCROLL DOWN AND CLICK 2-STEP VERIFICATON 



YOU WILL BE PROMPTED TO ENTER YOUR EMAIL PASSWORD. CLICK TURN ON 

.  

CLICK ADD A PHONE NUMBER  

 



 

 



 

THIS AUTHORIZES YOUR G-MAIL 2 -STEP VERIFICATION. 

NEXT, LOG INTO YOUR QUICKBOOKS FILE.  YOU WILL NEED TO DO THIS IN 
EACH QUICKBOOKS FILE THAT YOU SEND EMAIL FROM IF YOU USE MORE 
THAN ONE. 



GO TO EDIT – PREFERENCES – SEND FORMS.  BE SURE WEBMAIL IS 
SELECTED.   

 

CLICK ON YOUR EMAIL ONCE AND CLICK EDIT. IF YOU HAVE GMAIL ALREADY 
SELECTED AS THE PROVIDER, CLICK USE ENHANCED SECURITY IF YOU HAVE 
THE BOX (SOME DON’T).  IF NEW, ADD YOUR EMAIL ID AND SELECT GMAIL.  

IF YOU HAVE OTHER AS EMAIL PROVIDER, SELECT GMAIL AS YOUR EMAIL 
PROVIDER. 

CLICK OK 



 

CLICK OK.AN INTUIT SIGN IN WINDOW WILL APPEAR.  CLICK CREATE AN 
ACCOUNT.  THIS ACCOUNT IS FOR EMAIL ONLY! 

 



 

CLICK CREAT ACCOUNT ONCE YOU HAVE COMPLETED YOUR ACCOUNT SET 
UP.  A CODE WILL BE TEXTED TO YOU PHONE.  PLEASE ENTER CODE AND 
CLICK CONTINUE.  



 



 

YOU WILL BE ASKED TO LOG INTO YOUR EMAIL ONE MORE TIME.  SAY 
CONTINUE UNTIL YOU RECEIVE THIS MESSAGE.  

 

SUCCESS!!!!  YOU SHOULD BE GOOD TO EMAIL FROM QUICKBOOKS .  




