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This guide takes you step-by-step through the process of setting up a new email
account in Microsoft Outlook 2013 — 2016.

Note: This guide defaults to IMAP and No SSL.

J——_—_—O

Microsoft Outlook’s Auto Account Setup option is the recommended
option to use, as it is quick and easy.

However, if you want to use POP, or if this is a new hosing account

and domain propagation has not been completed, you need to use
Manual setup.

Auto Account Setup

1. Launch the Microsoft Outlook application.
2. From the File menu, select Info > Add Account.

.
Account Information
Open & Export
E
Save As IMAP/SMTP
( + Add Account )
Save Attachments
’_El Account Settings
P L Change settings for this account or set up more connections.
Account
Settings -
Office Account
Options = Mailbox Cleanup
= Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup
Euit Tools ~

3. Enter your details in the Auto Account Setup screen, and click Next.



Security Alert | X |

@ example.com

Information you exchange with this site cannot be viewed or

changed by others. However, there is a problem with the site’s
security certificate.

v The security certificate is from a trusted certifying authority.
v The security certificate date is valid.
X

The name on the security certificate is invalid or does not match
the name of the site.

Do you want to proceed?

( Yes )| Mo | | View Certificate... |

4. Enter your information on the Auto Account Setup page, and click Next.

L%

Auto Account Setup
Outlook can automatically configure many email accounts,

@ E-mail Account

Your Name: |Name Surname |

Example: Ellen Adams

E-mail Address: |name@example.com |

Example: ellen@contoso.com

Bassword: ! ki |

Retype Passward: |*******"1 |

Type the password your Internet service provider has given you.

() Manual setup or additional server types

i < Back |I Hext > |[ Cancel

If you receive a security alert message, click the Yes button to continue.
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| Security Alert | X

c@ example.com

Information you exchange with this site cannot be viewed or

changed by others. However, there is a problem with the site's
security certificate.

v The security certificate is from a trusted certifying authority.
v The security certificate date is valid.
x

The name on the security certificate is invalid or does not match
the name of the site.

Do you want to proceed?

( Yes )[ No I [ View Certificate...

If the following warning appears, click Allow.

Microsoft Outlook ‘ X |
L{j Allow this website to configure example.com server
settings?

https://mailconfig.konsoleh.co.za/autodiscover/autodiscoverxml

Your account was redirected to this website for settings.

You should only allow settings from sources you know and trust.

[ ] Don't ask me about this website again

‘ l Allow [ Cancel

Outlook will automatically configure your account as an IMAP account with all the
correct settings.

=

If there is a problem with the ato setup, you can configure the account manually.
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Manual Account Setup

If you prefer to use POP, or your domain has not propagated yet, you need to set up
the account manually.

1. Launch the Microsoft Outlook application.
2. From the File menu, select Info > Account Settings > Add Account.

3. Inthe Add Account box, select Manual Setup or additional server types and click
Next. .

@ Manual setup or additional server types

< Back ][ Mext = ][ Cancel

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

"1 Dutlook.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

The Add Account form is displayed.
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Add ACCO nt

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

User Information

Test Account Settings

Your Mame: |Name Surname

| We recommend that you test your account to ensure that

the entries are correct,

Email Address: |name@exampie.cum

Server Information

Account Type: ||FDP3

[ Test Account Settings ...

Incoming mail server: |maiE.exampie.com

Automatically test account settings when Next
| is clicked

Outgoing mail server (SMTP): |5mfp.ex3mple.mm

| Deliver new messages to:

Logon Information

@ Mew Qutlook Data File

User Mame: |name@example.com

| () Existing Outlook Data File

Password:

aakaak*ﬂ

| | | [ Browse

Remember password

Require logon using Secure Password Authentication
[SPA)

| <Back | MNet> | [ concel |

e Make sure that you enter the entire email address as the user name.

e For new hosing accounts, you can use the IP address instead of the incoming
and outgoing mail servers until propagation has been completed.

5. Click the More Settings... button.

Internet E-mail Settings

General [ Qutgoing Server Yadvanced

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

@ My outgoing server [SMTP) requires authentication

User Mame: |

Password: |

+| Remember password

Require Secure Password Authentication [SPA)

6. Click the Outgoing Server tab and ensure that the My outgoing server (SMTP)
requires authentication checkbox is selected, as well as Use same settings as

my incoming mail server
7.
IMAP or POP.

Click the Advanced tab. Ensure that your settings are as displayed below for either
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Internet E-mail Settings x

General Outgoing Serves] Advanced

Semver Port Mumbers

Incoming server (IMAP): | 143} | Use Defaults

Use the following type of encrypted connedion: %NDE‘IE .vi

Outgoing server [SMTF):

[ |
Use the following type of encrypted connection: | None | '

Server Timeouts -
Short W Lang 1 minute
Falders
Root folder path:

Sent Items
[JDo not save copies of sent items

Deleted Items
D Mark items for deletion but do not move them automatically

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

] Purge items when switching folders while online

| ok | cancel

For POP settings: Incoming server is 110, for IMAP 143, and Outgoing server is

587

Make sure that the “This server requires an encrypted connection (SSL)” checkbox

is not ticked.

Use the following type of encrypted connection must be “None”.

Click OK to save the settings and return to the Wizard.

Click Next. When the Test settings have completed, click Close.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to
continue.

S5top

Close

Tasks Errors

Tasks Status
\/Lng onto incoming mail server (POP3) Completed
\/Svend test e-mail message Completed

Congratulations! You have manually set up your Outlook account to send and

receive email.
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