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Setting Up Outlook Mail
Accounts

Thomas G. Broxholm



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”.
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Outlook Profile

If no Outlook profile exist the mail el

window will look like this.

General ]

@ The following praofiles are set up on this compuker

Click the “Add” button to create a
profile.

fdd...

New Profile EI When skarting Microsoft Office Outlook, use this profile:

" Prompt Far a profile to be used
@ Create Mew Profile {* Always use this profile

| <

Prafile Marme:

Ik | Cancel |

Enter a profile name of your choice.
Such as School or Personal



Auto Account Setup

Add New E-mail Account @

Auto Account Setup

Clicking Mext will contact your e-mail server and configure yvour Internet service provider or Microsoft
Exchange server account sekbings,

Your Name:

Exarmple: Barbara Sankaovic

E-mail Address:

Example: barbara@contoso, com

Password:

Retype Password:

Type the password wour Internet service provider has given wou,

[ ] Manually configure server settings or additional server bypes

Zancel

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




Manual Account Setup

Add New E-mail Account li_E-J

Place a check box in
the “Manual configure”
check box and click
OK.

Auto Account Setup

| Manually configure server settings or additional server types

| | | |
| < Back I|[ Mext = ]I Cancel
| |




Setup Information

You will need to know some or all of the following 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



Choose the Type of Mail Account

First | will show you
the settings for a
Microsoft Exchange
mail account.

Choose Microsoft
Exchange and click
“Next”.

Add Mew E-mail Account @

Choose E-mail Service

(") Internet E-mail
Connect to wour POP, IMAP, or HTTF server to send and receive e-mail messages.

(*) Microsoft Exchange
Connect o Microsaoft Exchange for access to vour e-mail, calendar, contacts, Faxes and waoice mail,

Other
Connect to a server bype shown below,

< Back I[ Mext = ll[ Zancel ]




Exchange Server Information

You will need to obtain

this information from your Microsoft Exchange Settings

I You can enter the required information ko connect to Microsoft Exchange,
IT department or copy it i i
from anOther com pUter Type I_:he narne of your Microsoft Exchange server, For information, see your syskem
that is already setup with | =minstraten

Microsaft Exchange server:

Exchange mail. [7] Use Cached Exchange Mode

Type the name of the mailbox set up for you by wour administrator, The mailbox name
Under User Name: enter | susualyvouruser name.

your email address. A e

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

Microsoft Office Outlook E|

' The action cannok be completed, The connection ta Microsaft Exchange is unavailable, Cutlook rmust be online or
) connecked ko compleke this ackion,

Ik




This is Next

There is nothing to enter here. Your information should
already populate these boxes. Just click OK

Microsoft Exchange @

zeneral

Microsoft Exchange server:
[ i v [ | |

Mailbio:

Zheck Mame

once the names have been checked and are underlined,
click, Ok,

oK l [ Cancel




General & Advanced Exchange Settings

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

the General tab if you wish.

@eneral | advanced | Security | Conmection || Remate Mail

Exchange Account

Type the name by which you would like to refer to
this account, For example: "Work! or "Microsoft
Exchange",

Microsoft Exchange

When starting

) Automatically detect connection state
(%) Manually control connection state

[ ]choose the conmection type when starting
Defaulk connection skake
(%) Conneck with the netwark

) wWork offline and use dial-up networking

30 | Seconds Unkil Server Connection Timeouk

[ Ok l[ Cancel ]

Microsoft Exchange @ Microsoft Exchange @

General | Sdvanced | Security | Connection | Remate Mail

Mailboxes

Open these additional mailboxes:

Cached Exchange Mode Settings

Idse Cached Exchange Mode
Download shared Folders (excludes mail Folders)
] bownload Public Folder Favorites

Mailbo:x Mode

The mailbo: mode is undefined and will be determined
the next tirme Outloak starts,

[ Cffline Folder File Settings. .. ]

l 04 l[ Cancel ]

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




Security & Remote Exchange
Settings

No changes are needed here.

Microsoft Exchange @ Microsoft Exchange @

eneral | Advanced | ecurity | Connection | Remaote Mail ceneral || sdvanced || Security | Connection | Femote Mai
Encryption Femote mail connections
Encrypt data between Microsoft Cffice Cutlook, (%) Process marked items
e el 6 B e s () Retrieve ikemns that meet the Follawing conditions:

Idser identification

[] Always prompt For logan credentials

Logon network, securiby:

Meqgatiate Aukhentication w

Ik H Cancel Ik H Cancel H Apply




Connection Settings

Check the box to use HTTP.

Then click on the Proxy Settings
button.

Microsoft Exchange @

_onneckion

Use these settings when connecting to Microsaft
Exchange when working offline:

(%) Connect using my Local Area Metwork (LAN)

() Connect using my phane line

Moderm

Cutlook rywhere
Zonneck ko Microsoft Exchange using HTTP

[ Exchange Proxy Settings... ]

eneral | Advanced || Security | Connection | Remote Mail

() Connect using Internet Explorer's or a 3rd party dialer

[ oK H Cancel H

Apply




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.

Microsoft Exchange Proxy Settings @ Microsoft Exchange Proxy Settings E

Microsoft Office Cutlook can communicate with Microsoft Exchange over the Internet by Microsoft Office Qutlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPCY within HTTP packets. Select the prokocal and the nesting Remate Procedure Calls (RPC) within HTTP packets, Select the prokocal and the
idenkity verification method that you want to use, IF you don't know which options to identity werification method that wou wank o use, IF wou don't know which options to
select, contack vour Exchange Administrator, select, contact vour Exchange Administratar,

Connection settings Connection setkings

IJse this URL ko conneck ko my prosey server For Exchange: IJz& this IURL ko connect ko my proxy server for Exchange:

https: ! htkps:/y

Commect using S5L only

[ ]only connect bo prosy servers that have this principal name in their certificate: Only conneck to proxy servers that have this principal name in their certificate:

[ ]on Fast networks, connect using HTTP first, then connect using TCRJIP on Fast networks, connect using HTTP first, then connect using TCPJIP

on slov netwarks, connect using HTTP first, then connect using TCPYIP 2n slow netwarks, connect using HTTP Firsk, then conneck using TCPIIP

Praosy authentication settings Prosey authentication settings

IJse this authentication when connecting to my proxy server For Exchange: IJse this authentication when connecting ko my prowxy server for Exchange:

MTLM Authentication A Basic Authentication

(0] 4 l [ Cancel Ik l [ Cancel




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

Add Mew E-mail Account EI

Microsoft Exchange Settings
You can enter the required information to connect ko Microsoft Exchange,

Type the name of your Microsoft Exchange server, Faor information, see your system
adrinistrator,

Microsaft Exchange server:

Ilse Cached Exchange Mode

Type the name of the mailbox set up for you by wour administrator, The mailbox name
is usually your user name,

User Mame: | “heck Name

More Setkings ...

« Back ” Mext = l [ Zancel ]




Finished

Add New E-mail Account

Congratulations!

You hawve successfully entered all the information required ko sebup vour
account,

To close the wizard, click Finish,

Click Finished




Multiple Mail Account Setup

You will now see your new
profile in the mail setup window.

Mail %

General l
@ The Following profiles are set up on this computer: Enter the new pl’OfI Ie name
New Profile X
‘ Ok
f{g Create Mew Profile _
Profile Marme:
Tom's Mail
Bdd. .. | Remowve | Properties Copy...

When starting Microsoft Office Cutlook, use this profile:
" Prompt for a profile to be used

* always use this profile

SMCCD Mail |

Ik | Cancel | |

Click “Add” to add additional profiles.



Manual Settings

Add New E-mail Account

Auto Account Setup

Manually configure server settings or additional server types

[ Mext = ][ Cancel ]

If you want to try the automatic settings go ahead and

give it a try.




POP Mail Setup

Add New E-mail Account

Choose E-mail Service

%) Internet E-mail
Connect ta vour POP, IMAP, or HTTP server bo send and receive e-mail messages.,

") Microsoft Exchange
Conneck bo Microsoft Exchange for access ko your e-mail, calendar, contacts, faxes and voice mail,

) Other
Conneck ba a server type shown below,

< Back ” Mexk > ][ Cancel




Mail Settings

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

Add New E-mail Account @

Internet E-mail Settings
Each of these settings are required ko gek ywour e-mail account warking,

User Information Test Account Settings

Yaur Mame: After filling aut the information on this screen, we
recommend you kest wvour account by clicking the

E-mnail Address: butkon below. {Requires network connection)

Server Information

Account Type: POP3 w

Incoming mail server:
Cukgoing mail server (SMTP):

Logon Information

User Marne:
Password:
Remember passwaord

[ ] Require logon using Secure Password Authentication (SPA)

Common examples




Test you Account Settings

A Change E-mail Account

Internet E-mail Settings

User Information

Your Name: Tom Broxholm
E-mail Address:

Server Information

Account Type: PR
Incoming mail server:

Outgeoing mail server (SMTP):

Logon Information

User Mame:
Password:
|
| Remember password
Reqguire logon using Secure Password Authentication (SPA)
|

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

Test Account Settings

After filing out the information an this screen, we
recommend you test your account by dicking the |
button below. (Requires network connection)

| Test Acoount Settings ... | | I

Maore Settings ...




Test Results

If you get two green check marks you are all set to go. No
additional configuration is needed.

Test Account Settings

Tasks | Errors

Tasks

\/Send test e-mail message

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

\/Lng anto incoming mai server (POP3)

Close

Status
Completed
Completed

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

Test Account Settings
Cutlook is testing the account setkings wou entered.

Tasks | Errors

Tasks Status

\/Lu:ug onko incoming mail server (POPS)

Completed
P Send test e-mail message

In Progress

Test Account Settings

Some errors occurred while processing the bests, Review the list of errors
below For more details. IF the problem persist after taking the suggested
actions, contact your Internet Service Provider,

Close

Tasks | Errors

& send test e-mail message: Outlook cannot connect o your oukgoing (SMTFY e-mail server,

IF wou continue to receive this message, contack wour server administrator or Inkernet
service provider (ISP,




Tweaking your mail settings

Click the “More Settings” button.

il B
A Change E-mail Account [

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

User Information Test Account Settings
Your Mame: Tom Broxhalm After filing out the information on this screen, we
recommend you test your account by dicking the |
E-mail Address: button below. (Requires network connection)
Server Information
Test Account Settings ... |
Account Type: PP S

Incoming mail server:
COutgoing mail server (SMTP):
Logon Information

User Mame:

Password:

+ | Remember password

Require logon using Secure Password Authentication (SPA) More Settings ...

ack [ Mext = ] | Cancel |




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.

Internet E-mail Settings

General | oukgoing Server | Connection | Advanced

Mail Account

Type the name by which vou want to refer to this account, For
excample: “work! ar "Microsaft Mail Server”

I._-'| IH:I.."I"..; I
Cther User Information
Crganizakion:

Reply E-mail:

X

o4 ] [ Cancel

Internet E-mail Settings

izeneral || Dubgoing Server | Connection | Advanced

:  Specify the bype of connection to use Far e-mail,

Connection
%) Connect using my local area network (LARN)
[] connect via modem when Sutlook is offline
) Connect using my phone line

) Connect using Internet Explorer's or a 3rd party dialer

Maodem

3

Ik l [ Cancel




Outgoing server settings

First tr‘ this
Internet E-mail Settings EI

izeneral | ©ukgoing Server | Connection | Adwanced

My oukgoing server (SMTR) requires authentication
'@," Ilse same settings as my incoming mail server
{:} Log on using

(" Log on ko incoming mail server before sending mail

(0] 4 l [ Cancel

If your incoming and outgoing mail
serves are different you may need
to log into your outgoing mail
server before mail will send.

A Internet E-mail Settings ﬁ

| General | Outgoing Server |Cunnectiun | Advanr_ed|

My outgoing server (SMTF) reguires authentication
" Use same settings as my incoming mail server
@ Log on using
ser Mame:
Password:

Remember password
equire Secure Password Authentication
Require 5 p d Authentication (SPA)

" Log on to incoming mail server before sending mail

[ Ok, ] I Cancel

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.

Internet E-mail Settings @ Internet E-mail Settings @

General | Qukgoing Server || Conneckion Advanced General | Oukgoing Server || Connection Advanced

Server Port Numbers Server Port Mumbers

Incoming server (POP3): | 110 Ise Defaults Incoming server (POP3; IJse Defaulks

[ ] This server requires an encrypted connection (550 [ This server requires an encrypted connection {550

Cwkgoing server (SMTPY | 25 Cutgoing server (SMTP | 1025

Ise the Following type of encrypted connection: | MNone " Ise the Following type of encrypted connection: | Mone "

Server Timeouks Server Timeouts

Short Long 1 minuke short 73 Long 1 minute

Cielivery Delivery

Leave a copy of messages on the server

Leave a copy of messages on the server
[ ]remowve From server afrer days

[ ]remawve fram server after daws

Remove From server when deleted from 'Deleted Ihems' Remove from server when deleted from 'Deleted Items'

(04 H Zancel (0.4 H Cancel




Test the Account

Test Account Settings

Congratulations! Al kests completed successFully, Click Close to continue., Skop

Close

Tasks | Errars

Tasks Skatus
\/Log onko incoming mail server (POP3) Completed
\/Send test e-mail message Completed

Add New E-mail Account

Congratulations!

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

To close the wizard, click Finish,




Choose to be prompted

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

General l

@ The Following profiles are set up on this computer:

SMCCD Mail

add, ., | Remove | Properties | COpy...

When starting Microsaft Office Outook, use this profile:
I {* Prompt for a profile ko be used I
(" &hways use this profile

| [

] o Cancel | Apply




Checking several accounts inside

one profile

E-mail Accounts
You can add or remove an accounk, You can select an account and change its setkings.,

E-mail | Data Files | RSS Feeds | SharePaint Lists || Internet Calendars | Published Calendars | Address Books

g Mew...

MNarne Type

tomi@tgbcomputing. com POPISMTP {send from this account by default)
tbi@tgbcomputing. com POPSMTP

tbl@tgbcomputing. com POPJSMTR

tomi@calautokeachers, com POPRSMTR

Reqistration for CAT POPSMTP

Close

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.

I
B Configuring Outlook
Configuring Outlook Accounts

o Mame: Region l

Input: Region
CQutput: None Selected
Mode: Image Capture

= W

Twpe a question For help |+

hoose Profile

Prafile Mame:

Tom's Mail lV[;l m

SMCCD Mail "]
Tom's Mail

(0] 4 ] [ Cancel ] [Optinns =
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