
Windows 10 or 11 – Outlook 2016, 2019, Office 365 

1. Click on the Search button on the taskbar, search for “Control Panel” and click on the 

Control Panel app link: 

 

 

 

2. Search for “mail” in the Control Panel search box and then click on the  

“Mail (Microsoft Outlook)” option that appears: 

 

 



3. Click “Email Accounts”: 
 
 

 

 

4. Click “New” below the “Email” tab: 

 

 

 

 

 

 

 



5. Click “Manual setup or additional server types” and then click “Next”: 

 

 

 

6. Select ‘POP or IMAP’ and click ‘Next’: 

 

 

 



 

 

7. Enter in your name and E-mail address 

 

Set ‘Account Type’ to POP3 or IMAP 

 

The ‘Incoming mail server’ and ‘Outgoing mail server’ hostnames should be in the 

format ‘username.dns-systems.net’ where ‘username’ is the username of the 

account. 

 

The mailbox username and password are shown in the mailbox details page on the 

control panel. The username is usually the E-mail address with the ‘at’ and ‘dot’ 

characters changed to hyphens. 

 

Once you have entered in the details, click “More Settings”: 

 

 

 

 

 

 

 



8. Click on the “Outgoing Server” tab and tick “My outgoing server (SMTP) requires 

authentication”: 

 

 

 

9. Click on the “Advanced” tab, select “SSL/TLS” for both incoming and outgoing server 

encryption types and make sure the IMAP port is 993 (if using POP3 set it to 995) and 

the SMTP port is 465. Lastly, click “OK”: 

 

 



10. Click ‘Next’ at the bottom of the window and Outlook will test the account settings. 

Once completed click ‘Close’. 

 

 

 

11. Click ‘Finish’ to complete the account setup. 

 

 


