
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

Step 2

Select View or change existing e-mail accounts and press next



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.

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.

Step 5

Select the Outgoing Server tab.

mailto:example@domain.com


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.



Step 7

Click the next button then the finish button.

Close Outlook. Next time you open it you should be able to send email.
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