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

 
 
 
 
Select the green button next to ‘Add a new e-mail account’ 
Click on the button at the bottom that says ‘Next >’ 
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Select the green button next to ‘POP3’ 
Click on the button at the bottom that says ‘Next >’ 
 

 
 
 
 
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…’ 
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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’ 
 

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

 
 
 
You have now added your email account! 


