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E-mail Account Setup in Microsoft Outlook

Note: Different versions of Outlook may have stigttifferent looks or options. This guide shostil be close enough to guide you
through the process.

1) Open Outlook, go to thervols' menu (if you get other pop-up screens when oge@atlook
click the cancel button next to them until you céink on the Tools' menu), and click onE-
mail Accounts..”
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2) When the E-mail Accounts" window appears, click on the circle next fdd a new e-mail
account” then click 'Next".

E-mail Accounts

E-mail Accounts %
You can change the e-mail accounts and direckaries that Quklook uses. =

E-mail
i add & new e-mail account

" Wiew or change existing e-mail accounts

Directory
" add a new directory or address boak:

™ Wiew or change existing directories or address books

3) Click the circle next toPOP3' and then click Next"

E-mail Accounts

Server Type
‘You can choose the type of server wour new e-mail acount will work with, ;

" Microsoft Exchange Server

Connect ko an Exchange server bo read e-mail, access public Folders, and
share documents,

f* pOP3

Conneck ko a POP3 e-mail server to download
wour e-mail,

" IMAP

Connect ko an IMAP e-mail server to download e-mail and svnchronize
rnailbox Folders,

T HTTP

Conneck ko an HTTP e-mail server such as Hotmail to download e-maill and
synchronize mailboy Ffolders,

~ additional Server Types
Connect ko another workgroup or Srd-party mail server,

< Back | Meut » | Cancel




4) This screen requires you to enter all your e-maibant information.

Your Name: The name you want to appear on all e-mails yod sem (Jeremiah White in this
example)

E-mail Address: Your e-mail addresgwhite @enamic.conmn this example)

User Name:Your e-mail addresgwhite@enamic.conmn this example)

Password:<your password>

Incoming Mail server (POP3): mail.enamic.com

Outgoing mail server (SMTP): mail.enamic.com




5) Once you have filled out the blanks, click dvidre Settings.." Under the General’ tab,
change the name of this mail account to the e-atltessjhite @enamic.conmn this
example). This will make managing multiple acceusasier.

6) Under the Outgoing Server’ tab, check the box next tdvly outgoing server (SMTP)
requires authentication”. Then click the button next tdJse same settings as my incoming



mail server’.

7) If you plan on checking your e-mail from more thare place, you'll want to keep a copy of
your e-mails on the server until you've downloadleein to all of your computers. By default,
the e-mails are deleted from the server when yaountizad them to Outlook. This takes the
storage burden off the server, but it can be candgushen you check your e-mail from another
computer and none of your previously read e-maégsizere anymore! As a good balance
between convenience and managing the amount osttated on the server, we recommend you
save a copy of your e-mails on the server for 3&d& o do this, choose the “Advanced” tab
and check the checkbox next to “Leave a copy ofsagss on the server” and also the checkbox
next to “Remove from server after __ days”. Noet,the number of days to 30.



8) Click “OK” to close the Advanced Setting$ and click “Next” on the main window. And
you're done! If you plan to check several accodrdsn a single computer, we recommend you
follow the instructions outlined inUsing Outlook Rules to Manage Your E-mail Accounts



