“ NETHUB ONLINE Microsoft Outlook Setup User Manual (Last update: 23 Jul 21)
N w e = =

How to setup Email account in Outlook

1. Launch Outlook

2. Click <File>

Send / Receive

El .l?';j | Clean Up

Junk
Mew  MNew Delete
Email Items ~

Mew Delete

3. Click <Account Settings>

Account Information

Mo account available, &dd an email account to enable additional features,

+ Add Account

[TI Account Settings

= Mailbox Settings
Manage the size of your mailbox by emptying Deleted ltems and archiving.
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4. Click <Manage Profiles>

Account Information

Mo account available, Add an email account to enable additional features,

+ Add Account

[E) Account Settings
L

Account

Settings -
[T Account Settings...

[®L% Add and remove accounts or

change existing connection settings. ¥ by emptying Deleted ltemns and archiving,

Change Profile
Restart Microsoft Qutlook and
choose a different profile,

5

ﬂ:
ge

Manage Profiles

" Add and remove profiles or change
existing profile settings.

5. Click <Email Accounts>

Mail Setup - Outlock x

Email Accounts -

- Setup email accounts and directories. Email Accounts...
B
Data Files —

& Change settings for the files Outlook uses to Data Files... ‘
\g‘g store email messages and documents.

Profiles -
:E Setup multiple profiles of email accounts and Show Profiles... ]

data files. Typically, you only need one,

Close |
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6. Click <New>

Account Settings >

Email Accounts
You can add or remove an account, You can select an account and change its settings.

Email Data Files RSS5 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

a Mew.., | ' P change., @ setas De

Name Type

Close

7. Choose <Manual setup or additional server types> and click <Next>

Add Account *

Auto Account Setup
Manual setup of an account or connect to other server types.

O Email Account

@ Manual setup or additional server types

< Back I Mext = I | Cancel Help

NETHUB ONLINE LIMITED 4B/ E4RA R/ T

Tel: (852) 2622 2130 Fax: (852) 2622 2302 http://www.nethub.com.hk
Room C, 6/F, Capital Trade Centre, 62 Tsun Yip Street, Kwun Tong, Kowloon, HK



1) NETHUB ONLINE Microsoft Outlook Setup User Manual (Last update: 23 Jul 21)
KN w e = =

8. Choose <POP or IMAP> and click <Next>

Add Account *

Choose Your Account Type

() Office 365
Automatic setup for Office 365 accounts

(®) POP or IMAP
Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync

< Back Cancel Help
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9. (A) Update settings as below for IMAP and click <More Settings>

- Your Name : Enter sender name

- Email Address : Enter Email address

- Account Type : IMAP

- Incoming mail server : You can find it in Support Letter > Hosting Email > IMAP
Server Host

- Outgoing mail server (SMTP) : You can find it in Support Letter > Hosting Email >
SMTP Server Host

- User Name : Enter Email address

- Password : Enter Email account password

- Require logon using Secure Password Authentication : Disable

Add Account >

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address:

Server Information

Account Type: IMAP 5

Incoming mail server: i;:IJ-:tIli:f:I:']:-t_-lil:a”}ltest account settings when Next
Outgoing mail server (SMTF):

Logon Information

User Mame:

Mail to keep offline: All
Password: '

Remember password

|:| Require logon using Secure Password Authentication
[SPA)

< Back Mext = Cancel Help
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(B) Update settings as below for POP3 and click <More Settings>

- Your Name : Enter sender name

- Email Address : Enter Email address

- Account Type : POP3

- Incoming mail server : You can find it in Support Letter > Hosting Email > POP3
Server Host

- Outgoing mail server (SMTP) : You can find it in Support Letter > Hosting Email >
SMTP Server Host

- User Name : Enter Email address

- Password : Enter Email account password

- Require logon using Secure Password Authentication : Disable

Add Account >

POP and IMAP Account Settings

Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address:

Server Information

Account Type: POIP3 o

Incoming mail server: Automatically test account settings when Mext

is clicked
Cutgoing mail server [SMTF): Deliver new messages to:
Logon Information @ Mew Cutlook Data File
User Mame: OExisting Outlook Data File

Password:
Eemember password

|:| Require logon using Secure Password Authentication

-

Mext > Cancel Help
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10.Update settings in <Outgoing Server> as below

- My outgoing server (SMTP) requires authentication : Enable

B Use same settings as my incoming mail server : Enable

Internet Email Settings

General

Cutgoing Server

Pt

Advanced

My outgoing server (3MTPF) requires authentication
@ Use same settings as my incoming mail server
i) Log on using

Eemember password

Require Secure Password Authentication [SP4)

NETHUB ONLINE LIMITED 4B/ E4RA R/ T

Tel: (852) 2622 2130 Fax: (852) 2622 2302 http://www.nethub.com.hk
Room C, 6/F, Capital Trade Centre, 62 Tsun Yip Street, Kwun Tong, Kowloon, HK

Page 7 of 11



‘\) NETHUB ONLINE Microsoft Outlook Setup User Manual (Last update: 23 Jul 21)  Page 8 of 11
KN w e = =

11. (A) Update settings in <Advanced> as below for IMAP and click <OK>

- Incoming server (IMAP) : 993

B Use the following type of encrypted connection : SSL/TLS
- Outgoing server (SMTP) : 465

B Use the following type of encrypted connection : SSL/TLS
- Root folder path : INBOX

Internet Email Settings >

General Outgoing Server| Advanced

Server Port Mumbers

Incoming server (IMAF): Use Defaults

Use the following type of encrypted connection: | 55L/TLS L
Outgoing server [SMTPR:
Use the following type of encrypted connection: | 55L/TLS (e

Server Timeouts

Short  ~® Long 1 minute
Folders

Root folder path: | |ypox

Sent ltems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not move them automatically

Iltems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online

Cancel
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(B) Update settings in <Advanced> as below for POP3 and click <OK>

- Incoming server (POP3) : 995
B Use the following type of encrypted connection : SSL/TLS
- Outgoing server (SMTP) : 465
B Use the following type of encrypted connection : SSL/TLS
- Leave a copy of messages on the server : Enable
B Remove from server after ... days : Disable
B Remove from server when delete from “Deleted Items” : Disable

Internet Email Settings X

General OCutgoing Server

Server Port Mumbers

Incoming server (POF3): | 995 Use Defaults
This server requires an encrypted connection [(55L/TLS)

Qutgoing server (SMTP):

Use the following type of encrypted connection: | 55L/TLS et
Server Timeouts
Short @ Long 1 minute
Delivery

Leave a copy of messages on the server
|:| Remowve from server after |44 5 days

|:| Remove from server when deleted from 'Deleted [tems’

Cancel
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12.Click <Next>

Add Account *

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: We recommend that you test your account to ensure that

the entries are carrect,
Email Address:

Server Information

Test Account Settings ...
Account Type: IMAP o

Automatically test account settings when Next

Incoming mail server: e
g is clicked

Cutgoing mail server [SMTP):
Logon Information

User Name:

Mail to keep offline: Al
Password: '

Remember password

|:| Require logon using Secure Password Authentication

[SPA) More Settings ...

< Back Cancel Help
13.Click <Close>

Test Account Settings

Congratulations! All tests completed successfully, Click Close to Stop

continue,
Close

Tasks  Errors

Tasks Status
\./Lc-g onto incoming mail server (POP3) Completed
\/Send test email message Completed
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14. Click <Finish>

Add Account >

You're all set!

We have all the information we need to set up your account.

|:| Set up Outlook Mobile on my phone, too R b T e T
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