How to add an email account to Outlook

Open Outlook
Go to Tools (top left of screen)
Select Email Accounts

Inbox - Microsoft Outlook
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Select the green button next to ‘Add a new e-mail account’
Click on the button at the bottom that says ‘Next >’

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() add a new e-mail account

() view or change existing e-mail accounts

Directory

() add a new directary or address book

gl (:) Wiew or change existing directories or address books
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How to add an email account to Outlook

Select the green button next to ‘POP3’
Click on the button at the bottom that says ‘Next >’

E-mail Accounts

Server Type
‘ou can choose the tvpe of server vour new e-mail account will work with,

() Microsoft Exchange Server

Conneck ko an Exchange server to read e-mail, access public folders, and share
documents,

@ POP3
Conneck ko a POP3 e-mail server to download your e-mail,
I IMAP

Connect ko an IMAP e-mail server ko download e-mail and synchronize mailbox:
folders.

CIHTTP

Conneck ko an HTTP e-mail server such as Hotrmail ko download e-mail and
synchronize mailbox Falders,

() Additional Server Types
Connect ko anather warkgroup or Srd-party mail server.

< Back ” Mext = l[ Cancel

Fill in the details provided to you in the boxes as per the example below
Click on the button (bottom right) that says ‘More Settings...’

E-mail Accounts

Password:

Internet E-mail Settings {(POP3)
Each of these settings are reguired to gek vour e-mail account working.

User Information Server Information

‘four Mame: i i Incoming mail server (POP3): ;|-30p.wehfeethosting.co.ul.éé

E-mail Address: .xyz@coachinabox.co.uk Oukgoing mail server (SMTP): é-smtp.webfeethosting.co.L-IE

Logon Information Tesk Settings

User Marne: |coachinabox-xyz | AFter filing out the information on this screen, we

k — recommend vou kest your account by clicking the
|tttk | button below, (Requires network connection’

|
Test Account Sektings ...

Remember password

|:| Log on using Secure Password

Authentication (SPAY Mare Settings
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How to add an email account to Outlook

Select the ‘Outgoing Server’ tab

Click the tick box next to ‘My outgoing server (SMTP) requires authentication’

Make sure that the option ‘Use same settings as my incoming mail server’ is selected
Click on the button (bottom right) that says ‘OK’

Internet E-mail Settings E|
| General | Outgoing Server | Connection | Advanced

My outgoing server (SMTP) requires authentication

@ Use same settings as my incoming mail server

O Log on using

() Log on ta incoming mail server before sending mail

Ok I [ Cancel

Click on the button at the bottom that says ‘Next >’

E-mail Accounts Fz]

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working,

User Information Server Information

our Mame: |vaur Mame Incoming mail server (POP3): Zi:uop.webFeethosting.co.uk-é

E-mail Address: |wyz@coachinabox.co.uk | Qutgoing mail server (SMTP}: Esmtp.webfeethosting.co.us

Logon Information Test Settings
User Marme: fcoachinabox-xyz | AFter filing out the information on this screen, we
e - recommend wou test your account by clicking the
Password: | bbbtk | button below, (Requires network connection)
Remember password

Test Account Sektings ...
|:| Log on using Secure Password
Authentication (SPA) Mare Settings ..,
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How to add an email account to Outlook

Click on the button at the bottom that says ‘Finish >’

E-mail Accounts

Congratulations!

‘fou have successfully entered all the infarmation required ko
sefbup your accounk,

Ta close the wizard, click Finish,

You have now added your email account!
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