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How to setup Email account in Outlook 

1.  Launch Outlook 

2.  Click <File> 

 

3.  Click <Account Settings> 
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4. Click <Manage Profiles> 

 

 

5. Click <Email Accounts> 
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6. Click <New> 

 

7. Choose <Manual setup or additional server types> and click <Next> 
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8. Choose <POP or IMAP> and click <Next> 
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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 
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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 
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10.Update settings in <Outgoing Server> as below 

- My outgoing server (SMTP) requires authentication : Enable 

 Use same settings as my incoming mail server : Enable 
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11. (A) Update settings in <Advanced> as below for IMAP and click <OK> 

- Incoming server (IMAP) : 993 

 Use the following type of encrypted connection : SSL/TLS 

- Outgoing server (SMTP) : 465 

 Use the following type of encrypted connection : SSL/TLS 

- Root folder path : INBOX 
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(B) Update settings in <Advanced> as below for POP3 and click <OK> 

- Incoming server (POP3) : 995 

 Use the following type of encrypted connection : SSL/TLS 

- Outgoing server (SMTP) : 465 

 Use the following type of encrypted connection : SSL/TLS 

- Leave a copy of messages on the server : Enable 

 Remove from server after … days : Disable 

 Remove from server when delete from “Deleted Items” : Disable 
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12.Click <Next> 

 

13.Click <Close> 
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14. Click <Finish> 

 


