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Outlook

hicrosoft Outlook Account Setup A

Add an Email Account

Use Qutlook to connect bo email accounts, sucdh as your arganization’s Microsoft Exchange Sérver or an Exchange
Online account a5 part of Microsoft Office 365, Outook also works with POP, IMAP, and Exchange ActiveSynic
accaunts,

Do wou weant to set up Outlook to connedt to an emall acoount?

() et

(CiMo

Add Account -,

Auto Account Setup
Manisal sebup of an sccount ar connect ba other server types.

() E-mail Account

(® Manual setup or additional server types
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Add Account -,

Choose Service

(_)outiook.com or Exchange AdtiveSyne compatible service
Conned to & serdce such a3 Outlook.com to access emall, calendars, contacts, and tasks

(@) POP or IMAP
Connect to a POP or IMAP email account

= Back et = Cancel
Add Account ot
POP and IMAP Account Settings
Enker the mail server settings For your sccounk.
User Informalion Test Account Seltings
Your Name: Iahn Smith We recommend that you test vour account to ensure that

the entries are correct,

Email Address: john@example, com

Server Information
Test Account Setbings
Account Type: IMAP

Avtomatically test account settings when Mext

Incoming mail server: mail.example.com is dicked

Cutgoing mail serer [SMTPL | mailexample.com
Logon information
User Mame; john@example, com

bail ko keep offline: Al
Password: driviriiriciicicird| '

{] Remember password
[ require logon using Secure Password Authentication

GRY More Settings ...

< Back Mewt = Cancel
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Internet E-mail Settings

General  Qutgoing Server

Mail Account

Advanced

Type the name by which you want o refer to this account. For

example: "Wark” or "Microsoft Mail Server”

john@example.com
Other User Information
Qrganization:

Reply E-mail:

QK

Cancel
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Internet E-mail Settings

General ©Outgoing Server Advanced

My outgoing server [SMTF) requires authentication
(® Use same settings as my incoming mail server

DLug on using
User Mame;
F'._:_"_'.'HHI:I I__.'

Remember password

Require Secure Password Authentication (SPA)

QK

X

Cancel
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Internet E-mail Settings

General Qutgoing Server Advanced

Server Port Mumbers

Incoming server [IMAP): Iise Defaults

IJse the following type of encrypted connection: | Mone

Qutgoing server [SMTF): | 587

Ise the following type of encrypted connection: | Auto
Senver Timeouts
Short @ Long 1 minute

Folders

Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted Items

the items in the mailbox are purged.
Purge items when switching folders while online

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

ltems marked for deletion will be permanently deleted when

o] 4 Cancel
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