*Tutorial; Setup
Email Account in

MS Outlook



1. Start the Outlook Program

Use the Start menu to start Outlook 2010. If you’ve never used Outlook before, it will
prompt you to create a new account. In that case, skip ahead to step 2.

If you’ve previously used Outlook and it doesn’t prompt you, click the File tab, then
the Add Account button:
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2. The “Auto Account Setup” screen appears.

When this window appears, leave the spaces empty, choose the Manually configure
server settings or additional server types option, then click Next.

Add New Account

Auto Account Setup
Connect to other server types,

() E-mail Account
Your Marne:
Example: Ellen Adams

E-mail &ddress;

Example: eleni@contoso, com

Passwiord;

Retype Passward;

Type the passward wour Internet service provider has given yaou,




3. he “Choose Service” screen appears.

Choose Internet E-mail, then click Next.

Add Mew Account

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.,
' Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
(71 Text Messaging (SMS)
Connect to @ mobile messaging service,
(") Other
Connect to a server type shown below,
Fax Mail Transport
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4. The “Internet E-mail Settings” screen appears.

This is the window where you’ll enter most of your account settings. Please see the next slide for the
settings you need in each box.
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Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

1 User Information Test Account Settings
Your Mame: Amar Ahmed After filing out the information on this screen, we
recommend you test yvour account by dicking the button
E-mail Address: a.shmed @dmscorp.ca below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP >
Incoming mall server: imap.secureserver net Test Account Settings by dicking the Mext button
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“Your Name” is the name that other people will see when you send them e-mail. It
should usually be your real name.

Enter your “E-mail Address”. The address must be DMS’ e-mail address such as
a.ahmed@dmscorp.ca.

For “Account Type”, choose IMAP.
Enter imap.secureserver.net for “Incoming mail server”.
Enter smtpout.secureserver.net for “Outgoing mail server (SMTP)”.

Enter your e-mail address again as the “User Name”. (The user name must be all
lowercase).

Type your e-mail password into the “Password” box.

Make sure that “Require logon using Secure Password Authentication (SPA)” is not
checked.

Do not click “Test Account Settings” or “Next” yet; they will not work until you
complete the next steps.

Ensure the "Remember password" box is ticked.



5. View “More Settings™.

Click the More Settings button. A new “Internet E-mail Settings” window appears.



6. Choose the ““Outgoing Server” tab.

In the “Outgoing Server” tab, check My outgoing server (SMTP) requires authentication.

General Sent Items Deleted Items
Outgoing Server Connection Advanced

My outgoing server (SMTP) reguires authentication
@ |se same settings as my incoming mail server

O Leg on using

Remember password
Reguire Secure Password Authentication (SPA)

Ok Cancel



7. Choose the “Advanced” tab.

Click the “Advanced” tab, change the “Outgoing server (SMTP)”” port number
from “25” to “80*.

Sent Items Deleted Items
Server Connection Advanced
Server Port Mumbers

Incoming server (IM 143 Use Defaults

Use the following typesfiencrypted connection: | MNane w

QOutgoing server (SMTR):

Use the following type of encrypted connection: | MNaone e
Server Timeouts
Short *® Long 1 minute
Folders
Root folder path:
0K Cancel

Then click OK to close the “Internet E-mail Settings” window. The “Add New Account”
screen will still be visible.



8. Test the settings.

Click Next. Outlook will test the settings, then should tell you that “all tests completed
successfully”:

Test Account Settings

Congratulations! All tests completed successfully. Clid: Close to continue. Stop

Tasks | Errars |

Tasks Status

\/ Log onto incoming mail server Completed
\/Send test e-mail message Completed
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