How to setup an email account in Outlook 2010

1. Open Outlook on your computer.

2. Click the File menu at the top of the screen.
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3. Click Add Account.
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Account Information

& Add Account

Add an e-mail account to enable additional features.
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Account Settings
Modify settings for this account and configure additional connections.

ian

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted Items and
archiving.
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4. Select Manually configure server settings or additional server types then click Next.

-
Add New Account

Auto Account Setup
Connect to other server types.

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

E-mail &ddress:

Example: elen@contoso,com

Password:

Retype Password:

Type the password vour Internet service provider has given you,

(71 Text Messaging (SMS)

i@ iManually configure server settings or additional server types
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5. Select Internet E-mail then click Next.

-

Add New Account

(71 Microsoft Exchange or compatible service

(") Text Messaging [SMS)
Connect to a mobile messaging service.
(") Other
Connect to a server type shown below,
Fax Mail Transpart

Choose Service
@ ; ............................. |E
Connect to POP or IMAP server to send and receive e-mail messages.

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
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6. Under User Information section:
a. Enter your name (as you want it to appear on your outbound email messages) in the Your Name field.
b. Enter your full email address in the E-mail Address field and your email password in the Password field —
7. Under Server Information:
a. Select IMAP in the Account Type drop down menu.
b. Enter securemail.dewebworks.com in the Incoming Mail Server field — pay close attention to spelling as
a mistake can cause it not to validate.
c. Enter securemail.dewebworks.com in the Outgoing Mail Server field — pay close attention to spelling as
a mistake can cause it not to validate.
8. Under Logon Information:
a. Enter your full email address in the Username field — pay close attention to spelling as a mistake can
cause it not to validate.
b. Enter your email password in the Password field — pay close attention to spelling as a mistake can cause
it not to validate.
9. Click More Settings.

Add New Account T ————" e

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Mame: user After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: user @domain. com below. (Requires network connection])

Server Information
[ Test Account Settings ... ]

Account Type: IMAF IE'

i : | Test Account Settings by dicking the Mext button
Incoming mail server: securemail. dewebwarks. com 2=Hngs by g

Dutgaing mail server (SMTF): | seuremail, dewebwarks.com
Logon Information

Lser Name: user @domain. com

Password: R

Remember password

| Require | ing S P vord Authenticati SPA
equire logon using Secure Password Authentication (SPA) More Settings ...
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10. Select the Outgoing Server tab. Check the My outgoing server requires authentication box. Ensure that Use
same settings as my incoming mail server is selected.

-
Internet E-mail Settings u

General | Outgoing Server |Cnnnecﬁnn Advanced

[¥|My outgoing server (SMTP) requires authentication:
(@) Use same settings as my incoming mail server

77 Log on using
lzer Marne:
Password:
Remember password

Reguire Secure Password Authentication (SPA)

7 Log on to incoming mail server before sending mail
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11. Select the Advanced tab.
a. Enter 993 in the Incoming server (IMAP) field

Select SSL in the Use the follow type of encrypted connection drop down menu

Enter 465 in the Outgoing server (SMTP) Field.

Select SSL in the Use the follow type of encrypted connection drop down menu

Ensure the Leave a copy of messages on the server box is checked

f.  Press OK then press Next.

Poogo

Add New Account! 1nsernet E-mail Settings u ———

Internet E-ma) General | Sent Items | Deleted Ttems |

Each of thes

Dutgoing Server I Connection | Advanced
Server Port Mumbers
User Infi tH
e Incoming server (IMAF): 993 Ise Defaults
Your Mame: n this screen, we
Use the following type of encrypted connection: | 5L E nt by dicking the button

E-mail Address: i
= Dutgoing server (SMTP): | 485 L
Server Informa; IUse the following type of encrypted connection: | 55L E
A t Type:
Seeount Tvpe Server Timeouts L e M e B

i : icking the Mext button
Incoming mail sery Short Long 1 minute
Dutgaing mail ser Folders

Logon Informal Root folder path:

User Mame:

Password:

Reguire |
eguire 1ogan Mare Settings ...

Cancel
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12. When outlook has finished testing your settings, click Close.

-
Test & t Setti
est Accoun ngs

Congratulations! Al tests completed successfully, Clidk Close to continue. Stop

TESk.S | Errors 'l

Tasks Status
V{Log onto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed

13. You’re all set! Click Finish to complete your email setup.

-
Add New Account u

Congratulations!

You have successfully entered all the information required to setup your account,

To dose the wizard, dick Finish,

Add another account. ..




