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Setting up email accounts in Outlook 2016

Go to File in the top menu.

Then click “Info”

©

Account Information

Open & Export

=1 jsmith@example.com

=l
SaveTAS IMAP/SMTP

4= Add Account

[ﬁ Account and Social Netwol
Cle s Change settings for this account or set ug
Account B Connect to social networks.

Settinas ~

Click the Add Account button.

Choose Manual setup or additional server types

@ Manual setup or additional server types

Click Next.

Choose POP or IMAP .

O Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

(") Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(® POP or IMAP
Connect to a POP or IMAP email account

Click Next.
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Setting up email accounts in Outlook 2016

Account Settings:

User Information

Your Name: {John Smith [

Email Address: ‘jsmith@example.com ] Mail to keep offline: All

Server Information

Account Type: ‘ IMAP EH

Incoming mail server: {mail.example.com ’

Outgoing mail server (SMTP): imail.example.com }

Logon Information

User Name: (jsmith@example.com l

Password:

EEE R S ST l

Remember password

D Require logon using Secure Password Authentication
(SPA)

Enter your Name as you want it to appear on your outbound email messages.
Enter your email address.
Enter mail. example.com as your Incoming Mail Server.

You would not enter example.com but your own domain name.

The Outgoing Mail Server is the same as your Incoming Mail Server.
Enter your email address for the User Name.
Enter your email password.

More Settings

Click the More Settings button.
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Setting up email accounts in Outlook 2016

IMAP v/

mail.example.com |

mail.example.com |

jsmith@example.com |

AXXRXXXRRRK |

member password

+ Password Authentication -

Click the Outgoing Server tab.

General  Outgoing Server Advanced]

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

Log on using

User Name: |

Password: |

Remember password
| ] Require Secure Password Authentication (SPA)

OK || Cancel l

Click the "My outgoing server (SMTP) requires authentication" checkbox.
Make sure that it is using the same settings as your incoming mail server.
Click the Advanced tab.
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Setting up email accounts in Outlook 2016

 General | Outgoing Server | Advanced |

Server Port Numbers

Incoming server (POP3): | 110 | l Use Defaults |

[ This server requires an encrypted connection (SSL)

Qutgoing server (SMTP}:

Use the following type of encrypted connection: |None E]

Server Timeouts
Short Long 1 minute

Delivery
I_.eave a copy of messages on the server

[v]Remove from server after: ﬁl days

O Remove from server when deleted from 'Deleted Items’

OK | | Cancel

Click on “This server requires an encrypted connection (SSL)” under Incoming Server, and

make sure the port is 993 for IMAP.

If you are using POP3, you may choose when messages are removed from the server (we

recommend setting this to 14 days)

Change the Outgoing server (SMTP) port to 587. Make sure the “Use the following type of

encrypted connection” under Outgoing server is set to TLS.

Click the OK button.
Completing the Setup

Click Next on the E-mail Accounts window.
Click the Finish button.

Outlook 2016 is now correctly configured to send and receive emails.
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