Procedure to setup Outlook Email Client

(Please make sure your computer is connected to the internet) Step 1:
Launch Outlook,
Go to Tools > Account Settings
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You may come across the step shown below, click New.

Account Settings |£

E-mail Accounts
%ou can add or remowve an account, You can select an account and change its settings.
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Step 2: Check the check box mentioned below. Click Next.

Add Mew E-mail Account

Auto Account Setup

[«]Manually configure server settings or additional server bvpes:
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Step 3: Click Next.

Add Mew E-mail Account

Choose E-mail Service

e

Connect bo your POP, IMAP, or HTTP server ko send and receive e-mail messages.

() Microsoft Exchange
Zonnect to Microsoft Exchange For access ko wour e-mail, calendar, contacts, Faxes and woice mail,

) other
Connect o a server bype shown below,
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Step 4: Fill in the mail Account details as mentioned.

Step 5: Click on More Settings.

Change E-mail Account

Internet E-mail Settings

User Information

Your Mame: |"r'|:n.|r Marne |

E-mail Address: |user@yuurdumain.cnm |

Server Information

fccount Tvpe: | |

Incorming mail sersver: |mail.yu:uurdu:umain.n:u:um |

Qukgaing mail server (SMTR): |mail.yu:uurdu:umain.n:u:um |

Logon Information

User Marne: |user@ynurdnmain.cnm |
Password: |********** |
[*|Remember password:

[ ]Require lagon using Secure Passward Authentication (SPA)

Each of these settings are required to get vour e-mail account working.

Test Account Settings

after filing out the information on this screen, we
recommend you test your account by clicking the
button below, (Requires network connection)

[ Test Account Settings ...

Mare Settings ...
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Step 6: Please note your email address needs to be here.

Internet E-mail Settings

General |Outgning SErver || Conneckion || Advanced |

Mail Account

Type the name by which you wank to refer ko this accounk, For
example: "work! or "Microsoft Mail Server”

wser@yourdomain, com |

Cther User InFarmation

Qrganizakion: | |

Reply E-mail: | |

ok, | [ Cancel




Step 7: Check the below mentioned check box.

Internet E-mail Settings

General | Qubgoing Server |C|:|nnecti|:|n || .ﬁ.dvanced|

(¥ oukgoing server (SMTP) requires authentication:

I[E]I Ilse same settings as my incoming mail server
") Log on using

Remember password
Reguire Secure Password Authentication (SPA)

") Log on to incoming mail server before sending mail

I,

l [ Cancel




Step 8: Incoming server (POP3) port is 110.

Outgoing server (SMTP) port is 587

Click OK.

Internet E-mail Settings

| General | Outgoing Server | Connection | Advanced |

Server Port Numbers

Incoming server (POP3): 110 [ Use Defaults ]

[] This server requires an encrypted connection (SSL)
Outgoing server (SMTP): | 587 |

Use the following type of encryated connection: iNone v |
Server Timeouts
Shott Long 1 minute
Delivery -

[JLeave a copy of messages on the server
Remove from server afte ‘ D | 0ays

-

SMmOve From Server |,~.',}» ern ce ‘.:‘.vl—i e s Delateo ',"_,:.r' -
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Step 9: Click “Test Account Settings” button to check. Click Next

Change E-mail Account

Internet E-mail Settings
Each of these settings are required to get wour e-mail account working,

User Information Test Account Settings

Your Mame: |‘-|-'|:||_|r Mame | After filling out the information on this screen, we
recommend wou test your account by clicking the

E-mail Address: |user@ynurdnmain.cnm | button below, (Requires network connection)

Server Information

[ Tesk Account Setkings ...

fccount Type: | |

Incoming mail server: |mail.w:uurd1:umain.-:|:|m |

Outgoing mail server (SMTR): |mail.w:uurd1:umain.-:|:|m |

Logon Information

User Mamne: |user@';.n:|urdn:|main.c-:nm |
Password: |********** |
[*]Remember password:

[ ]Require logon using Secure Password Authentication (SPA) Mare Settings ...

[ Mext = l[ Cancel ]

You should see the following result. If not, check the parameters entered.

Test Account Settings

Congratulations! All kests completed successfully, Click Close ko cantinue,

Tasks | Etrors

Tasks Status

\/Ln:n; anka incarming mail server (POP3) Completed
\/Send kest e-mail message Completed




Step 10. Click on 'Finish'

Add Mew E-mail Account

Congratulations!

You have successfully entered all the information required ko setup wour
accaunk,

To close the wizard, click Finish,

—

< Back . Finish

Please Note: All the other accounts can be setup with the same procedure.



