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Configuring Outlook

Please replace example.com with your domain throughout.

e Open Outlook.

e  From the menu bar, go to the Tools drop-down menu and select Email Accounts.
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e In the fllowing window, select Add a new e-mail account and click Next.

E-mail Accounts x|

This wizard will allow you te change the e-mail
accounts and directories that Outlook uses.

E-miail

& add a new e-mai account
" View or change existing e-mall accounts

Directory

" add a new directory or address book
™ Wiew or change existing directories or address bocks

< Back hext = Close
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In the next screen that appears, select POP3 and click Next.

E-mail Accounts x|

Server Type

Yau can choose the bype of server wour new e-mail acoount vall weork with.

" Microsoft Exchange Server

Connect bo an Exchange server ko read e-mai, access public Folders, and share

documents,
~ POP3

Conneck ko & POP3 e-mail server to download your e-mail.

" IMAP

Conneck bo an IMAP e-mall server ko downdsad e-mal and synchronize mailbosx

Foldars.
" HTTP

‘Connect to an HTTF e-mail server such &5 Hotmal bo download e-mail and

synchranize mailbox Folders.
" Additional Server Types

‘Conmeck bo another workgroup or Srd-party mad server,

<gack [ mea> cancel |

e Inthe Email Settings window, enter Your Name and E-mail Address under User
Information. Under Server Information, enter the Incoming mail server (POP3)
and the Outgoing mail server (SMTP). Under Logon Information, enter your User
Name and Password. Check the Remember password box if you wish to not be
required to enter your password every time Outlook is opened. Upon entering all
your information into these fields, please double check your entries and then click
Test Account Settings to verify that your settings work. If the account tests
successfully, click More Settings.

E-mail Accounts | %]

Internet E-mail Settings (POP3)

Each of these settings are required ba get your e-mail account working,

User Information

Your Mame: IJ‘ahn Smith
E-mai Address: IJd'mSnim@examo‘Ie.cnm

Logeon Information

User Mame: ch-hnsmth
Password: In»:komw«om

¥ Remember password

Server Information

Incoming mail server (POP3): mail.example. com
Outgaing mail server (SMTPY: 150 excample. com

Test Settings

After Filing out the information on this soreen, we
recormmend you besk vour sceaunt by chcking the
button below. (Requires network connection)

Test Account Settings ... |
[ Log on using Secure Password
Awthentication (SPA) More Settings ...
< Back Nest = Cancel
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e While in the General tab, enter a name for this email account that you would like
Outlook to refer to it as, and then click the Outgoing Server tab.

T E— xd £

" General |Olmgﬂ'r95m'er | connection | Advanced |

= Mail Account

Type the name by which you would e to refer to this
Us: account. For exampls: "Weark” or "Micrasoft Mail Server"

N Im ]mall.example.cm
| e e foonetion [mailezample. com
Lo( Organization: |
S Ere M on this screen, we

ounk by chicking the
k= ork connection)
-

More Settings ...

Net> | concel |
|0K|c.:ncel|_

e Inthe Outgoing Server tab, make sure My outgoing server (SMTP) requires
authentication is checked and that Use same settings as my incoming mail server
is selected. Click OK and then click Next.

Internet E-mail Settings x| £3)

o General OUAgOIng Server ]Comettlm' Advanced |

—— ¥ My outgoing server (SMTP) requires authentication!
Us: = se same settings &5 my incoming mail server

r s5ing
oL kg oo | |mail. example.com
E-m I Imail.mmpla.cum
Lot ¥ Remember passiiord

1= [Lon an using Secure Passiword Authentication (5RA)

Lse h on this screen, we

™ Log on ko incoming mall server before sending mal ounit by clicking the
Pas ork connection)
-l

et > Cancel
[]'4 I Cancel
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e At the Congratulations! screen, click Finish to save your settings and return to the
main Outlook window.

x

B

Congratulations!

You have successfully entered all the information required to
sebup your account.

To close the wizard, cick Finlsh,

< Hack I Finish I

e Now that the email account is created, click the Send/Receive button or hit F9 to
populate the newly created email account.

e If everything is set up correctly, you should not receive any errors and you should
start to receive emails in your Inbox!
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