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Procedure to setup Outlook 2010 Email Client (POP) 
 

(Please make sure your computer is connected to the internet) 
 

Step 1:  Launch Outlook, Click on File > Info > Account Information> Add Account 
 

 
 

 
 
 

Step 2: Click Next. 
 

 



  

 
Step 3: Click Next. 
 

 
 

 
 
 

Step 4: Click on the highlighted option below. 
 

 



  

Step 5: Click Next. 
 

 
 

 
 
 

Step 6: Enter your account details. Click More Settings. 
 

 



  

 
 
Step 7: Select the check box as shown below. And click OK. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



  
 

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

Outgoing server (SMTP) port is 587 

Click OK 

 

 

Step 9: Click Next. 
 

 



 

 
Step 10: Click Finish. 

 

 
 

 
 
 

Thank you, 
 

 


