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SETTING UP AN EMAIL ACCOUNT IN MICROSOFT OUTLOOK

Step 1: Start Outlook from the Start Menu or Desktop Icon. Within Outlook you will
be able to set up your email account to send and receive emails.

Step 1A: Click on menu bar: Tools ---> E-mail Accounts to enter into the set-up

process.
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Step 2: Select Add a new e-mail account and then click the Next Button.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

@ Add a new e-mail account

(1 View or change existing e-mail accounts

Directory
() Add a new directory or address book
o (™) Wiew or change existing directories or address books
>w
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Step 3: Select POP3 and then click the Next Button.

E-mail Accounts

r

Server Type
You can choose the type of server your new e-mail account will work with.

Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents,

@ POP3
Connect to a POP 3 e-mail server to download your e-mail.

7 IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

) HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

1 Additional Server Types

Connect to another workgroup or 3rd-party mail server.,
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Step 4: Now enter your personal detalils:

User Information
Your Name: This is the actual name that you want to appear on the e-mail.
(Example: John Smith)

E-mail Address: jophn@example.com.au

Server Information

Incoming mail server (POP3): Example: Bigpond would be mail.bigpond.com
Outgoing mail server (SMTP): Example: Optusnet would be mail.optusnet.com.au

Mail servers generally depend on who the ISP is, unless you own a domain name.
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Logon Information
Please see below for an example:

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information

four Mame: John Smith Incoming mail server (FOP3): | mail yourisp. com.au

E-mail Address: | john@example.com.au | Outgoing mail server (SMTP): | mail yourisp.com.au

Logon Information Test Settings

Iiser Mame: john@example.com.au | After filing out the infarmation on this screen, we
recommend you test your account by dicking the

Password: PP button below. (Requires network connection])

|| Remember passward

[7]Log on using Secure Password
Authentication (SPA)

J
1]
T
s
]
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Password: Enter the password supplied for your email account.

Step 5: Click Next and then Finish.

CONGRATULATIONS!!!! You should have successfully set up your email account.

Step 6: Close and restart Outlook
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