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How to setup e-mail account in Outlook

Introduction: This document describes how to create an e-mail account in Outlook.

1. Start—add new account

First, you have to start Outlook on your computer and click on the ‘file’ button.
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Then choose 'Add account’

Inbox - Outlook Data File - Outlook

©

Account Information

Open & Export

AHd an e-mail account to enable additional features.

Add an e-mail account or other connection. | .
TE‘ rocooncee oo ryetrrors S e THNGS
ady Change settings for this account or set up more connections,
Account " Connect to social networks,
Settings =
Office Account = Mailbox Cleanup
= Manage the size of your mailbox by emptying Deleted ltems and archiving.
Options Cleanup
Tools ~

Exit

2. Manual setup

When the wizard is open, choose ‘"Manual setup or additional server types’.

Auto Account Setup
Manual setup of an account or connect to other server types.

D E-mail Account

Your Mame:

Exarmple: Ellen &darms

E-mail Address:

Example: ellen@contoso.com

Password: | |

Retype Password: | |

Type the password wour Internet service provider has given you,

(®) Manual setup or additional server types ‘ J
|

< Back
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3. Choose service — IMAP settings

You can choose between several services, you need to choose POP or IMAP and then click next.

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

O{hltlunt.mnm 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
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4. POP and IMAP account settings

You need to fill out all the fields with info.

Enter your name in the Your Name field and E-mail E-mail Address.

Select IMAP as the account type.

Enter mail.mysiteshop.com as Incoming mail server (IMAP).

Enter mail.mysiteshop.com as Outgoing mail server (SMTP).

In the Logon Information, enter your email address as User Name and password. Then click More Settings.

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: | Mame Surname We recommend that you test your account to ensure that
the entries are correct.

Email Address: | test@mail.com

Server Information

Test Account Settings ...
Account Type: | IMAP

| Automatically test account settings when Next

Incoming mail server: |mai|.my5iteshnp.cnm i< clicked

Dutgo|ng mail server ESM-I-P]: |mai|lmysiteshnplcnm

Logon Information

User Mame: | testi@mail.com |

Mail to keep offline:  All

Password: *************************I |

Remember password

|:| Require logon using Secure Password Authentication

(5PA)

| More Settings ... |
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Select 'Outgoing Server’ and check ‘My outgoing server (SMTP) requires authentication.’

General | Outgoing Server | Advanced |

I y outgoing server (SMTF) requires authentication

@ Use same settings as my incoming mail server
O Log on using

Jser Mame: |

Password: |

Remember password
|:| Require Secure Password Authentication [SPA)
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Select Advanced. For Incoming server (IMAP), enter 143, and select TLS. For Outgoing server (SMTP), enter 587,
and select TLS. Click OK and then Next.

| Generall Outgoing 5en.-er| Advanced |

Server Port Mumbers

Incoming server [IMAF): |143 | | Use Defaults |

Use the following type of encrypted connection: |TL5 IE'
Outgoing server [SMTF]
Use the following type of encrypted connection:

Server Timeouts

Short Long 1 minute

Folders
Root folder path:

Sent ltems
|:| Do not save copies of sent items

Deleted ltems

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while anline
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5. Checking if the account is setup properly.

The "test account settings’ window will appear to show you if the account is now connected to server, and if
the test mail was successfully sent. Click CLOSE.

Add Account '

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Info
Congratulations! All tests completed successfully. Click Close to

Your Mame: cantinue, to ensure that
Email Addre
Server Info Tasks | Errors

Account Type Tasks Status

Incoming ma + Log onto incoming mail server (IMAP) Completed \/ when Next

\/Send test e-mail message Completed
Outgoing mz

Lagon Info

User Mame:

Password:

Remember password

D Require logon using Secure Password Authentication

SPA]
(5PA) More Settings ..

< Back ” Mext >

| Cancel |

You have now set up your account in Microsoft Outlook, Click Finish.

Need help?

You are welcome to contact us anytime via phone or other digital media.

Web: http://support.appsco.com

E-mail: support@appsco.com

Phone: +47 820 75 032 (paid number, cost will vary)
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