OUTLOOK SETTINGS

1. Click on “File” within Outlook.

2. Click on Add Account.

3. Enter your Name, Email Address (example@domain.com) and password and retype

password.

4. Check (Manual setup or additional server types) as shown below.

Add Account

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

() E-mail Account

Elvis
elvis@eaghana.com

. Manual setup or additional server types

6. Click Next

m

Cancel



7. Check (POP or IMAP) as show below and click Next.

Add Account

Choose Service

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

'3::1' Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Cutlook.com to access email, calendars, contacts, and tasks

(® POP or IMAP
Connect to a POP or IMAF email account

8. Enter your Name, Email Address in the User Information Section.
9. Choose POP3 as the Account Type
10. Enter (mail.lonex.com) for Incoming Mail Server and Outgoing Mail Server SMTP.

11. Enter your Username (email address) and Password in the Logon Information as
shown below and Click More Settings

Change Account
POP and TMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Mame: Elvig] We recommend that you test your account to ensure that

the entries are correct.
Email Address: elvis@eaghana.com
Server Information

Test Account Settings ...
Account Type: POP3

[+] Automatically test account settings when Mext

Incaming mail server: mail.lonex.com is clicked

Cutgoing mail server (SMTF: | mail.lonex.com

Logon Information

User Name: elvisi@eaghana.cam
Password: Ak kkk
Remember password

|:| Require logon using Secure Password Authentication

(SPA) Maore Settings ...



12. Click on Outgoing Server

13. Check My Outgoing server (SMTP) requires authentication as shown below

General Outgoing Server | Advanced |

My outgoing server [SMTF] requires authentication
@ Use same settings as my incoming mail server
{:} Log on using

User Mame: I

Pazsward: I

Remember password
|:| Require Secure Password Authentication [SPA)

{:} Log on to incoming mail server before sending mail

14. Click Advanced and input the settings as it has been shown below and Click OK



| General I Cutgoing 5ewer| Advanced |

Server Port Numbers

Incoming server (POP3): | 110 | | Use Defaults |

|:| This server requires an encrypted connection [55L1)

Cutgoing server [SMTF):
Use the following type of encrypted connection: | Auto

Server Timeouts

Short Long 1 minute

Delivery
Leave a copy of messages on the server

[ |Remove from server after | 14 Z| days

|:| Femove from server when deleted from "Deleted ltems’

15. Click Next and wait for the server configuration to complete.



