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Outlook 

Open the Windows Control 

Panel and double click on 

the “Mail” icon. 

 

 

 

Note! For 64 bit Windows 

users. 

 

The mail icon could be 

found inside a folder 

named “View 32 bit control 

panel items”. 



Outlook Profile 

If no Outlook profile exist the mail 

window will look like this. 

 

Click the “Add” button to create a 

profile. 

Enter a profile name of your choice. 

Such as School or Personal 



Auto Account Setup 

You can try this but I have not had much luck with it. 



Manual Account Setup 

Place a check box in 

the “Manual configure” 

check box and click 

OK. 



Setup Information 

POP3 & IMAP 

• User name 

• User password 

• Incoming mail server  

– (pop3 address) 

• Outgoing mail server 

– (SMTP address) 

• Outgoing mail port 

– Sometimes you need to change 
the default port 

• If your provider requires the use 
of secured socket layers. (SSL) 
settings. 

Microsoft Exchange 

• User name 

• User password 

• Exchange server address 

• Proxy server settings 
– Authentication type 

– SSL certificate info 

You will need to know some or all of the following information. 



Choose the Type of Mail Account 

First I will show you 

the settings for a 

Microsoft Exchange 

mail account. 

 

 

Choose Microsoft 

Exchange and click 

“Next”. 



Exchange Server Information 

You will need to obtain 

this information from your 

IT department or copy it 

from another computer 

that is already setup with 

Exchange mail. 

 

Under User Name: enter 

your email address.  

Mine changed to my 

name. 

 

Do not click “check 

names” or “more 

settings”.  Just click 

“Next” 



Warning Message 

You may get this warning message.  Just click OK 



This is Next 
There is nothing to enter here. Your information should 

already populate these boxes.  Just click OK 



General & Advanced Exchange Settings 

No changes are needed here. You could change the name on 

the General tab if you wish. 

The Cached mode will store you information locally for off line use. 



Security & Remote Exchange 
Settings 

No changes are needed here. 



Connection Settings 

Check the box to use HTTP. 

 

Then click on the Proxy Settings 

button. 



Proxy Settings 
Enter the proxy server address, SSL certificate info, connection info and 

authentication information that you obtained from your IT department or from 

looking at a computer that has already been setup for Exchange mail. 



Final Steps 
After closing the Exchange settings you will see this. Click “Next” 



Finished 

Click Finished 



Multiple Mail Account Setup 
You will now see your new 

profile in the mail setup window. 

Click “Add” to add additional profiles. 

Enter the new profile name 



Manual Settings 

If you want to try the automatic settings go ahead and 

give it a try. 



POP Mail Setup 



Mail Settings 
You may need to consult the Internet or your mail provider for this information. 

Common examples 



Test you Account Settings 



Test Results 
If you get two green check marks you are all set to go. No 

additional configuration is needed. 

If you get an error message additional settings will need to be tweaked. 



Tweaking your mail settings 

Click the “More Settings” button. 



General & Connection Tabs 

Making changes here won’t solve your error message. However you can 

enter or change the information on the General tab if you wish. 



Outgoing server settings 

First try this 

If your incoming and outgoing mail 

serves are different you may need 

to log into your outgoing mail 

server before mail will send. 

Examples 



Changing Ports 

Here you can change your incoming and outgoing port numbers, choose to use 

SSL (as per you’re provider) and keep a copy of your mail on the server. 



Test the Account 



Choose to be prompted 

Make sure you choose to be prompted which profile to use. 



Checking several accounts inside 
one profile 

You can setup to check multiple email accounts within one profile. 



Opening Outlook for the first time 

Outlook will prompt you to choose a profile.  It will then proceed 

to setup Outlook for the very first time.  


