E-mails professionelles
How to Setting up Email Account on Microsoft
Outlook?

1). Click on the File tab, select Info, and then click on the Account Settings button
and select Account Settings.

Home Send / Receive Faolder View

Account Information

Mo account available. Add an e-mail account to enable
additional features.

{ gp Add Account
Open
: _ Account Settings
Print el : : :
aLL Modify settings for this account
g and configure additional
Help Account connections.
Settings ~

2). Click on New to add your Hover email address. Outlook : Select POP3 or IMAP3
and click Next.

n

3.) Check the box for “Manually configure server settings or additional server types
& then click Next.

@ Manually configure server settings or additional server types

4.) Put the bullet next to “Internet E-mail” then click Next.
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@ Internet E-mail

Connect to POP or IMAP server to send and receive e-mail messages.

| Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

| Text Messaging [SMS)
Connect to a mobile messaging service.,

5.) Type in Your Name/E-mail Address, Incoming/Outgoing mail servers, User
Name/Password

User Information Test Account Settings
Your Name: Clark Kent After filling out the information on
recommend you test your account
E-mail Address: ckent@example.com below. (Requires network connect
Server Information
| Test Account Settings ...
Account Type: IMAP IEI

Incoming mail server: mail.example.com E‘ Test Account Settings by o

Cutgaing mail server (SMTP): mail.example.com

Logon Information
User Name: ckent@example.com
F‘aﬂs'.r'.'l-_'lrd: S

|¥| Remember password

|| Reguire logon using Secure Password Authentication (SPA)

6.) Click the More Settings button.
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Clark Kent After filling out the information on this screen, we
recommend you test your account by dicking the button
ckent@example.com below. {Requires network connection)
| Test Account Settings ... |

IMAP (=]

S - Test Account Settings by dicking the Next button

mail . example.com

ckent@example.com

Remember password

= Password Authentication (SPA) || More Setiings ]l

7). On the Outgoing Server tab put a check mark next to “My outgoing server
(SMTP) requires authentication”

& then put the bullet next to “Use same settings as my incoming mail server”.

| General | Sent Items Deleted Items
Outgoing Server Connection Advanced

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

7 Log on using

Remember password

Require Secure Password Authentication (SPA)

8.) On the Advanced tab change the Outgoing server (SMTP) port to 587, change
the encrypted connection to None & then click OK. T ick on Leave a copy of
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messages on server as per your preference. ***

For POP configuration,

Incoming (POP) Server Port Number: 110

Outgoing (SMTP) Server Port Number: 587***For IMAP configuration,
Incoming (IMAP) Server Port Number: 143

Outgoing (SMTP) Server Port Number: 587

General Sent Items Deleted Items |
Qutgoing Server Connection Advanced

Server Port Mumbers

Incoming server (IMAF): 143 lUse Defaults

lUse the following type of enarypted connection: | Mone |E|
Qutgoing server (SMTF): 25
lUse the following type of enaypted connection: |Mone IE'

Server Timeouts

Short | Long 1 minute
Folders

Root folder path:

9.) Click on Test Account Settings to test the configuration Click Next.
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User Information Test Account Settings
Your Name: Clark Kent After filing out the information on

recommend you test your account
E-mail Address: ckent@example. com below. (Requires network connect
Server Information

Test Account Settings ...
Account Type: IMAF IEI
e _

Incoming mail server: ol cxample.com || Test Account Settings by d

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

Logon Information
User Name: ckent@example.com
Paﬂﬂ'.l".'l:lrlj: EEETTETEE

|| Remember password

|| Require logon using Secure Password Authentication (SPA)

10.) Click Finish.

11.) Click Close.

12.) Click Send/Receive to get your mail.

You have successfully configured your Email Address to your Email Client ‘Outlook’.
You can try sending a Test Email and Test the Accounts Settings.
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