Configuring Outlook for your email

This document describes the process of configuring Microsoft Outlook to receive and send
email.

Step 1

Load up Outlook and select E-mail Accounts from the tools menu
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Step 2

Select View or change existing e-mail accounts and press next
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E-mail Accounts
%ou can change the e-mail accounts and directories that Qutlook uses, ]

E-mail
" add a new e-mail account

&% Yiew or change existing e-mail accounts:

Directory
" add a new directory or address book

™ View or change existing directories or address books
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Step 3

Select an email account to modify and press change. If there are no email accounts add
one using the add button. You are using a POP3 account.
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E-mail Accounts
You can select an account and change its settings ar remove it. g

Cutlook processes e-mail For these accounts in the Following order:
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Deliver new e-mail to the Following location:
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Step 4

Enter your name and email address.



The incoming server is mail.yourdomain.co.uk — for example ours is mail.rioka.com

The outgoing mail sever is mail.authsmtp.com

Under logon information the user name is your full email address e.g.
example@domain.com

You should know your email password — if you want Outlook to remember your password
tick the box.

Click on More Settings.
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Each of these settings are required ko gek your e-mail account warking,

User Information Server Information
Your Mame: I-.Ia,:,,_,r Mame Incoming mail server (POP3: Ipl:npS.';.fu:uur-isp.c-:um
E-mail Address: }mail.address@dnmain.mm Qutgoing mail server (SMTR): Imail.authsmtp.cnm
Logon Information Test Settings
Lset Mame: After Filling out the information on this screen, we
a IpnpS.username recammend wau kesk your account by clicking the butkan
Passwiord: I******** below, (Requires network connection)

¥ Remember passwaord Test Account Sethings ...

- Log on using Secure Password

Buthentication (SPA) More Setkings |
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Step 5
Select the Outgoing Server tab.

Internet E-mail Settings .7 I

General I Outgoing Serverl Connection I Advanced I

Mail S&ccounk

Tvpe the name by which wou would like to refer to this
accounkt, For example: "work" or "Microsoft Mail Serwver”

I\"Dur Email Accounk

Ckher User Information

Organization: |
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Step 6

Tick My Outgoing sever(SMTP) requires authentication
Select Log on using.

The User Name is ac12552

A password will be supplied to you.

Select remember password.

Press ok.
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General Outgoing Server | Ennnectiunl .-'-‘-.dvanu:edl

I« My outgoing server (SMTP) requires authentication

i Ise same settings as my incoming mail server

o Log on using

User Mame: Iauthsmtp.username

Passwiord: I********

¥ Remember password

| Log on using Secure Password Authentication

£~ Log on to incoming mail server before sending mail

Ok, I Cancel




Step 7

Click the next button then the finish button.
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E-mail Accounts
You can seleck an account and change its settings ar remove it. ]

Cutlook, processes e-mail for these accounts in the Following arder:

Mame | TypeE | Change. ..
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Deliver new e-mail ko the Fallawing lacation:
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Close Outlook. Next time you open it you should be able to send email.
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