Setting Up MS Outlook 2010

1. Open Microsoft Office Outlook 2010.
2. Click the File menu and click Add Account.
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Account Information

No account available. Add an e-mail account to enable additional features.

gl Add Account

3. Select Manually configure server settings or additional server types. Click Next.
4. Outlook will prompt you to choose your E-mail Service. Select Internet E-mail. Then click Next.

Auto Account Setup
Connect to other server types.

E-mail Account

@ Internet E-mail
Cornect to POP or IMAP server to send and receive e-mal messages.

" Mucrosoft Exchange or compatible service
Carnect and acress e-mal messages, calendar, contacts, faxes and voice mal messages.

Text Messaging (SMS)
Cannect to a moble messagng service.
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5. You are now asked to enter your email account details.

6. Enter your full name (e.g. John Smith). This name will be displayed before your email address when the
receivers check your email from their email client.

7. Enter your full email address. For example, info@example.com

8. Select the Account Type POP3/IMAP (please see the Table 1.1 below)

Table 1.1 : Which one to pick, IMAP or POP3?

POP3 (Post Office
Protocol)

IMAP (Internet
Message Access
Protocol)

POP3 always downloads new emails from the mail server to your computer. It does not
leave any copies unless you specify.

POP3 is suitable if you only access your email from one computer and if you do not
need to access emails while you are away from your personal computer.

If you are on a new PC or using any email client software for the first time, this protocol
will download only the new emails and you will not get any previous emails unless you
arrange a backup.

POP3 will erase all of your emails automatically from the server after they are
downloaded. If you use POP3, you do not have to worry about email space as long as
you are using the default settings.

IMAP copies the email from mail server. This protocol does not erase/download until
you specify.

IMAP is better than POPS, if you require access to your emails while you are away from
your personal computer. It leaves a copy of all emails, you will receive all the emails
available as long as you do not delete them manually.

If you are on a new PC or using any email client software for the first time, this protocol
will copy all the emails to your new PC. Once the download is done, it simply imports
the new emails and will automatically synchronise with the new mail server.

IMAP does not delete any emails from the server, so you may reach to your email
space quota, if you do not delete your emails manually. Reaching your email space
guota can have an effect on receiving emails



Enter your Incoming (POP3/IMAP) and Outgoing (SMTP) Mail Server — Your Incoming and Outgoing Mail works
with mail.example.com (use your hosting domain instead of ‘example.com’).

Table 1.2 :
Incoming Server: POP3 or IMAP Outgoing Server: SMTP
mail.example.com mail.example.com

& Use your domain instead of 'example.com'.
Eqg: if your email is jsmith@abc.com.au then the server is mail.abc.com.au

6.5 For User Name, enter your full email address. For example: info@example.com.

6.6 Enter your email password

Add New Account

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

User Information Test Account Settings
Your Name: John Smith After filing out the information on this screen, we
L - recommend you test your account by dicking the button

E-mai Address: info@example.com | below. (Requires network connection)
Server Information
Aceount Type; POP3 or IMAP E

" : ' — [7] Test Account Settings by dicking the Mext button
Incoming mai server: See Table 1.2 - .J e &
Outgog mad server (SMTP): See Table 1.2 8 i G i
(e ©) Existing Outiook Data Fie
User Name: info@example.com | ] Browse

[71Remember password \ Settings
[|Require logon using Secure Password Authentication (SPA)
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7. Click More Settings.

8. Click the Outgoing Server tab and then tick 'My outgoing server (SMTP) requires authentication'. Then select
'Use same settings as my incoming mail server'.
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| Intemet E-mail Setings &

| General | Sent Items [ Deleted Items
Outgoing Server | Comnection | fvanced
[¥] My outgoing server (SMTP) requires authentication
@) Use same settings as my incoming mail server
™ Log on using

| Remember password

Require Secure Password Authentication (SPA)




Click Advanced tab.
For POP3 setting:

Set the port for incoming server to 110 and set the port for outgoing server to 26 then Click OK.

For 'IMAP' setting:

Set the port for incoming server to 143 and set the port for outgoing server to 26 then Click OK.

POP3 IMAP
Intemet E-mi SENINGS o S —— - X “Intemet E-mail Settings B
| Generl [ Qutgong servr | Gonnecton | Advanced | [ Genwal | sentiiems | _Dokeiediiens

|| server Port Numbers - |
Incoming server (POP3): 110
[ This server requires an encrybted connection (SSL)
M || Outgoing server (SMTP): | 26
Use the following type of encrypted connection: | None []
Server Timeouts -
Short ' Long 1 minute
Delivery
(¥ Leave a copy of messages on the server
[¥]Remove from server after 14 |+ days
I |Remove from server when deleted from Deleted Items’

9. Click Next. Outlook will test your settings. Click Close. Click Finish to complete the setup.

You have fully entered all the inf

To dose the wizard, dick Finish.




