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Setting up email accounts in Outlook 365

Go to File in the top menu.

Then click “Info”

©

Account Information

Open & Export

: Add an email account to enable additional features.
-+ Add Account

p Account Settings
@

Account
Settings *
O”l((’

Account

= Mailbox Settings

% Manage the size of your mailbox by emptying Deleted Items and archiving.

Feedback 2
Tools

Options

Exit

Click the Add Account button.

Expand out the “Advanced Options” and tick “Let me set up my account manually”:
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8% Outlook

| info@example.com .- |

Advanced options A

}'1 m 5ot P my apoount muanialy

Click Connect.

Choose POP or IMAP .
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% outlook

Advanced setup
J & @ &
Cfice 365 Cutlaakcom Exchange Goaogle

~ ™| 68

FOP AT Exchange 2013
ar ealier
Go back
Password:
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X
IMAP Account Settings
infe@eamplecam (Mot you?)
Pagward
! 3
o bk

o Enter your email password.
o Click "Connect”

For most email accounts, that’s all the setup you will need to
do. Only follow the rest of these instructions if your account
doesn’t work correctly — for example, you can’t send or
receive emails.
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More Settings

Select “Manage Profiles”:

©

Account Information

Open & Export

Save As Fl andrew@stargazer.net.au )
=1 mapssmrp

Save Attachments

Print

% Account Settings
Change settings for this account or set up more connections.
Office Account

X B Get the Qutlook app for iPhone, iPad, Android, or Windows 10 Mobile.
Account Settings -

Feedback Account Settings...

< Add and remove accounts or
Options change existing connection settings. box by emptying Deleted Items and archiving.

Exit (_)_| Change Profile
l‘:aQ\ Restart Microsoft Outlook and
choose a different profile.

{51 Manage Profiles . . . ; .
organize your incoming email messages, and receive
=R Add and remove profiles or change 2d, changed, or removed.

existing profile settings.

Click on "Email Accounts”:

Mail Setup - Outlook X

Email Accounts

| Setup email accounts and directories. Email Accounts... I
>4
Data Files il
# Change settings for the files Outlook uses to Data Files... J
,&‘é store email messages and documents,

Profiles

Setup multiple profiles of email accounts and  gpow Profiles... I
data files. Typically, you only need one.

Close |

— ["NMailhnav SettinAc
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Select the email address you want to modify, and the select the “Change” button:

Account Settings X

Email Accounts

You can add or remove an account. You can select an account and change its settings.

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

4 New.. % Repair.. & Change.. @ Set as Default X Remove * #

Name Type

L7 andrew @stargazer.netau IMAP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

andrew@stargazer.net.au\Inbox

in data file C\Users\simulation\..\Outlook\andrew@stargazer.net.au(2).ost

More Settings

Click the More Settings button.

IMAP v

mail.example.com ]

mail.example.com ‘

Jjsmith@example.com }

KRXXKKRRRRRK l

member password

t Password Authentication

‘ More Settings ... ’

< Back “ Next = |‘ Cancel ‘

Click the Outgoing Server tab.
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General | Outgoing Server | Advanced

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

Log on using

User Name: l

Password: I

El] Remember password
[ ] Require Secure Password Authentication (SPA)

1. Click the "My outgoing server (SMTP) requires authentication" checkbox.
2. Make sure that it is using the same settings as your incoming mail server.
3. Click the Advanced tab.
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| General | Qutgoing 5enrer| Advanced |

Server Port Mumbers

Incoming server (POP3): |'|1ﬂ' | | Use Defaults |

|:|This server requires an encrypted connection [S5L)

Qutgoing server [SMTF):

Use the following type of encrypted connection: |N::|r1e

[v]

Server Timeouts

Shaort Long 1 minute

Delivery

I__ea'l.re a copy of messages on the server

[|Remove from server after | 14 El days

|:| Remove from server when deleted from 'Deleted ltems’

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 365 is now correctly configured to send and receive emails.
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