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:
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Apps
Control Panel
$¥ Settings App
Search the web

L control panel - See web results =7 Open

£ control panel open /2 Open file location
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Control Panel

2. Search for “mail” in the Control Panel search box and then click on the
“Mail (Microsoft Outlook)” option that appears:

mail - Control Panel = O X
“— v A > Control Panel v & mail x

@ Mail (Microsoft Outlook 2016) (32-bit)

OSearch Windows Help and Suppert for "mail"




3. Click “Email Accounts”:

& Mail Setup - Outlook X

Email Accounts

L\j Setup email accounts and directories.

Data Files

44 Change settings for the files Outlook uses to { Data Files }
&g store email messages and documents. L =

Profiles
Setup multiple profiles of email accounts and : . '\
Q data files. Typically, you only need one. L_S_hqw R

4. Click “New” below the “Email” tab:

& Account Settings X

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

g New... '3 Repair.. P35 Change.. € Set fault X Remove # @

Name Type
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Close ‘\




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

& Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

(O Email Account

Your Mz

Example: Ellen

Email &ddress:

Example: ellen@con

®Manual setup or additional server types

= e

Help

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

& Add Account

Choose Your Account Type

(O Office 365
Automatic setup for Office 365 accounts

(O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync

Cancel




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”:

& Add Account X

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: >My Name We recommend that you test your account to ensure that
— the entries are correct.

Email Address: ;my.name@mydomain.com
Server Information

- Test Account Settings ..,
Account Type: IMAP

Automatically test account settings when Next

Incoming mail server: username.dns-systems.net is clicked

Qutgoing mail server (SMTPj: 7username.dns-systems.net 7

Logon Information

User Name: my-name-mydomain-com
- Mail to keep offline: All
Password: ARAARKAKRRRARAR '
[ Remember password

[:] Reguire logon using Secure Password Authentication

(SPA) ' More Settings ...

< Back 7 Next > Cancel 7 Help




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

& Internet Email Settings X

General Outgoing Server  Advanced

EMy outgoing server (SMTP) requires authentication:

©Qse same settings as my incoming mail server
(O Log on using

v/| Remember password
Require Secure Password Authentication (SPA)

coce

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”:

& internet Email Settings X

General Outgoing Server Advanced

Server Port Numbers
Incoming server (IMAP): Use Defaults |

Use the following type of encrypted connection: || SSL/TLS v

Qutgoing server (SMTP):

Use the following type of encrypted connection:

Server Timeouts

Short @ Long 1 minute

Folders

Root folder path:

Sent Items
[[] Do not save copies of sent items

Deleted Items

|:] Mark items for deletion but do not move them automatically

Iltems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Eurge items when switching folders while online

e




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

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop

continue,
E  Close ¢

Tasks  Errors

Tasks Status
/Log onto incoming mail server (IMAP) Completed
s/Send test email message Completed

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

& Add Account X

You're all set!

We have all the information we need to set up your account.

[JiSet up Outlook Mobile on my phone, too;

i Add another account... ]
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