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
You can add or remove 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 bypes:
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Step 3: Click Next.

Add Mew E-mail Account

Choose E-mail Service

Conneck ko vour POP, IMAP, ar HTTP server to send and receive e-mail messages.,

() Microsoft Exchange
Conneck ko Microsoft Exchange for access bo wour e-mail, calendar, contacts, faxes and wvoice mail,

() other
Conneck ko 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.

Add Mew E-mail Account

Internet E-mail Settings

User Information

Your Name: |‘f|:n_|r Mame

E-mail Address:

|user@ynurdumain.cum

Server Information

fccount Type: |I|'-.-'|.|:|||:i

Incaming rmail server: |imap.gmail.n:n:|m

Dutgoing rmail server (SMTR): |smtp.gmail.cu:um

Logon Information

User Mamne: |user@';.-'n:uurn:|u:umain.u:u:um |
Passwiord: |******** |
Remember password

[ ]Require logon wsing Secure Password Authentication (SPA)

]

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

Test Account Settings

after filling ouk the information on this screen, we
recommend wau kest your account by clicking the
button below, (Requires network, conneckion)

[ Tesk Accounk Settings ...

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

Internet E-mail Settings h—q

General |F|:|I|:|er5 Cutgoing Server | Conneckion | Advanced

Mail Sccount

Type the name by which you want to refer to this account, For
example: “waork ar "Microsaft Mail Server”

user@yourdomain, com |

Cther User Informakion

Qrganization: | |

Reply E-mail: | |

Purge Qptions

[ ]Purge items when switching Folders while anline

When wou switch to another Folder, the items marked For
deletion in the original folder are permanently deleted on the

server, Ikems will nok be permanently removed when switching
fFolders affline.
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Step 7: Check the below mentioned check box.

Internet E-mail Settings [E|

My autgoing server (SMTR) requires authentication
{f} Ilse same settings as my incoming mail server
") Log on using

Remember password

Reguire Secure Password Authentication {SPA)

Ik, l [ Cancel




Step 8: Incoming server (POP3) port is 993.
Outgoing server (SMTP) port is 587.

Click OK.

Internet E-mail Settings [z

General | Folders | Qukgaing Server Cn:nnnectin:nn| Advanced

Server Pork Numbers

Incoming server (IMAP): |993 | [ Ilse Defaults ]

Ilse the Following bype of encrypted connection: | 550 W
Qukgoing server (SMTPY:

Ilse the Following bype of encrypted connection: | TLS W

Server Timeouks
Short Long 1 minuke

Faolders

R.oot folder path;

kK, | [ Cancel




Step 9: Click “Test Account Settings” button to check. Click Next.
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Add Mew E-mail Account

Internet E-mail Settings
Each of these settings are required to get vour e-mail account warking.,

User Information Test Account Settings

Your Mame: |'f|:uur Mame | After filling out the infarmation on this screen, we
recommend you kesk yvour account by clicking the

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

Server Information

[ Test Account Setkings ...

Account Type: | IMapP e |

Incoming mail server: |imap.gmail.|:|:|m |

Cutgaing mail server (SMTR): |smtp.gmail.c|:|m |

Logon Information

User Name: |user@ynurdumain.cum |
Password; |******** |
Remember passward

[ ] Require logon using Secure Password Authentication (SPa)
More Setkings ...

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

Test Account Settings

Congratulations! All kests completed successfully, Click Close to continue,

Tasks | Errars

Tasks Skakus

V/Lu:ug onko incoming mail server (POP3) Completed
\/Send kesk e-mail message Completed




Step 10: Click Finish.

Add Mew E-mail Account

Congratulations!

Wou hawve successfully entered all the information required ko setup your
accounk,

Ta clase the wizard, click Finish,

< Back . Finish

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



