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Setting up your Email in Outlook

This is a basic guide to setting up your Outlook email on your Windows Computer

There are a few different versions of Outlook around these days, but they are all very similar when adding
a new email account.

The first couple of steps to set up your email can differ in different Outlook versions and then everything is
pretty much the same.

Here are the first steps for the two main different versions.

1. Open Outlook and then.....

Version 1

Click on the Tools option in the top menu bar, then click on Account Settings in the drop down....
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Click on New

Account Settings

E-mail Accounts
You can add or remove an account. You can salect an account and change its settings.

[Emal || Data Fies | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |
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OR Version 2

Click the File tab, make sure Info is selected from the left menu and click Add Account.

Outiook Today - OQutiook

| Account Information

No account available, Add an e-mail account 1o enable additional features

* Add Account |

e Account and Social Network Settings
U'Q (hav\]e settings for this account or set up More cConnections.
Account ®  Connect to social networks
Settings *
Mailbox Cleanup
- Manage the size of your mailbox by emptying Deleted Items and archiving

Cleanup

Tools -

Now everything is very similar no matter which version of Outlook you are using.........
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2. Select Manual setup or additional server types and click Next

Auto Account
[ Manual setup of an account or connect to other server types.

_E-mail Account

IOMmg,-g&imw l

3- Select POP or IMAP and click Next.

J " Microsoft Exchange Server or compatible service
Connect 10 an Exchange account 10 access email calendars. contacts. tasks. and voice madl
Outicok.com or Exchange ActiveSync compatible service
Connect 1o 3 service such as Outiook.com 1o access emad, calendars, contacts. and tasks
© POP or IMAP
Connect 10 a POP or IMAP emadl account

Qther
1l Connact 10,3 seve ype tht s ted b
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4. Fill in your account details (see the screenshot below if you need help with this).

. POP and IMAP Account
Enter the mail server settings for your account.

g | User Information Test Account Settings
Your Name: John Doe Wie recommand that you test your account to ensure that
an the entries are correct.
Emad Address: jobadoePskreutk |
Account Type: PALP -
Incoming mad server. mai workdsecureemail com g v e =

# | | Qutgoing mad server (SMTP): | mad worldsecureemailcom
Logon Information

s Namne: jobadoe®sk-eutk
Bassword 0000 | eeessessme Mail to keep offine: 3 months

v Bamember password

Reguire logon using Secure Password Authentication (SPA)

<ok [ tvea> | [ conce

¢ Your Name: your name as you wish it to appear on your outgoing email messages
e E-mail Address: your email address

e Account Type: select either POP or IMAP from the dropdown list

e Incoming mail server: mail.yourdomain.com (eg mail.rachelmartin.com.au)

e Outgoing mail server (SMTP): mail.yourdomain.com (eg mail.rachelmartin.com.au)
e User name: your email account (eg rachel@rachelmartin.com.au)

e Password: your email account password

STOP! What is the difference between POP and IMAP? Which one should | use?

POP and IMAP are two different methods used to access email.

IMAP is the better option - and the option | recommend you use — this is the option that will enable you to
access your emails from multiple devices, eg your phone, your home laptop, your office PC, on the go via

your internet Webmail, etc.

POP downloads an email to a single computer, then deletes that email from the server (you will not be
able to access that email from Webmail).

You cannot use POP3 if you want to access your emails from multiple devices.
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Before clicking Next please click More Settings and make sure that the settings are the ones as shown in
the next steps.....

5. In the General tab, enter your name and a reply email address. Usually, this is the same as your email
address.

6. Click the Outgoing Server tab and select the option: My outgoing server (SMTP) requires authentication.

O et WAL A ot -t e !
. e e g Y s & et

[T ctigoing server (SMTP) requires suthenticaton |
Q) Use same settings as my incoming mad serves
Log oa using

Benembder password

Requee Secure Pastsword Authentication (SPA

W w—
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7. Click the Advanced tab. Fill in the details as outlined below depending on if you are using POP or IMAP,
and if your domain has an SSL certificate (you will know if it has because you would have purchased and

paid for it) or is standard.

Enter your settings, below is a description of the available options.

Option

|

Description

Incoming Server

Standard (POP3): 110
Standard (IMAP): 143
SSL (POP3): 995
SSL (IMAP): 993

This server requires an encrypted
connection (SSL)

Click this if you are using the SSL option.

Outgoing Server

Standard: 25* or 587
SSL: 465

may want to consider using port 587

Use the following type of encrypted
connection:

Standard: None
SSL: SSL

ImunelEmalScmngs

P————

i | Server Port Numbers

incoming server BVAP). - Use chms

Use the following type of gncrypted connecton:

Qutgoing server (SMTP):

Use the foloming type of engrypted connecton:

Server Jimecuts

Short Long 1 mimfte

Folders
Root folder pathc

Sert Rems
Qo not save copies of sent items

Deleted Rems

tems in the madbox are purged.
v Burge tems when switching folders whie onkes

—

Mark tems for deletion but do not move them automatically
Rems marked for deletion will be permanently deleted when the

)

i

e I i L

-t

v
|
|
|
1

|

Click OK and then click Next.
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8. Outlook will test the settings you've entered. Click Close when it's finished and then Next.

Congratul Al tests compl soccessiully, Chck Close to continge. Nop
E
P p—— |5t your account to ensure that
|| TS (Emons]
Tasks Status
V/L0g onto incoming mad server (IMAP) Completed
/ Send test ¢-mail message Completed
K CCnt SeTngs whan Next 5

User Name: jchndoe@sk-eutk

Password:
V| Bemember password
" Reguire logon usng Secure Password Authentication (SPA)

You're all set!

We have all the informaton we need 10 S81 UP your Acount
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