Outlook 2010&2013

Q. How do | setup my account in Microsoft
Outlook 2010?

A. Step 1. Create a new profile

1. Open Microsoft Outlook 2010. Select "Account settings..." from under "File"

(If you already have an account setup, continue on to "Step 2.
Configuring/Modifying SMTP (outgoing mail) server.")

File Home Send / Receive Folder Wiew Developer Add-ns

B save as

Account Information

By save Attachments

Info &= B

Open
Print - Account Settings
s Maodify settings for this account and configure additional connections

Help Account

Settings -
A Ontiong
% o Account Settings...

) Add and remove acoounks or

change exrsting connection settngs. Mailbox {:!EEI'IUP

= | Manage the size of your mailbox by emptying Deleted Items and
Cleanumn arcnmving.
Tools -

Rules and Alerts

! Usze Rules and Alerts to help organize your incoming e-mail messages,
¥

Marmcs Pl and receive updates when items are added, changed, or removed.
Manage F

& Alerts

2.Click on "New..." to add your email account
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Outlook 2010&2013

Account Settings ﬁ

E-mail Accounts
Y¥ou can add or remove an account. You can select an account and change its settings.

l;!"-ﬂew... *Eepair... P charoe... @ Setoas Default X Remove # @

Mame Type

Close

3. Check the "Manually configure server settings or additional server types" box
here and then click "Next"
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Outlook 2010&2013

Add Mew E-mail Account ﬁ

Auto Account Setup

[¥|Manually configure server settings or additional server types:

4. Select the "Internet E-mail" option and then click "Next"
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Outlook 2010&2013

Add Mew E-mail Account ﬁ

Choose E-mail Service

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

(") Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

") Other
Connect to a server type shown belaw,

H A Eorvira T Toxd kA =
1y it T Pl
Oook MobDle service § 1 eXT Messad

=,

[ < Back ][ Next = ][ Cancel

5.Enter your "Internet E-mail Settings" as shown below;
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Outlook 2010&2013

Add Mew E-mail Account

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: Your Mame After filling out the information on this screen, we
recommend you test your account by dicking the

E-mail Address: user-id @gol.com button below. (Requires network connection)

Server Information
| Test Account Settings ... |

Account Type: POR = Izl

Incoming mail server: popmail.gol, com

Outgoing mail server (SMTP): | mail.gol.com

Logon Information

User MName: user-d@qol.com

Eass'.ﬁ'l:lrlj: EEEEEEELT

J|Remember password:
Reguire logon using Secure Password Authentication (SPA) | More Settings ... |
< Back H Mext = ] | Cancel |

User Information
- Your Name: Your Name
- E-mail Address: Your email address (user-id@gol.com)

Server Information

- Account Type: POP3

- Incoming mail server: popmail.gol.com

- Outgoing mail server (SMTP): mail.gol.com

Logon Information
- User Name: user-id@gol.com

- Password: Your Rakuten Broadband Premium account password

- Remember password: check

- Log on using Secure Password Authentication (SPA): Do not check

Click on the "More Settings..." button after entering the information

6. Select the "Outgoing Server" tab and then check the option "My outgoing server
(SMTP) requires authentication" and "Use same settings as my incoming mail

server"
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Outlook 2010&2013

F

Internet E-mail Settings ﬁ

General | Outgoing Server | Connection | Advanced

@ Use same settings as my incoming mail server
7 Log on using

ser Mame:

Passwiord:

Remember password
Reguire Secure Password Authentication (SPA)

7 Log on to incoming mail server before sending mail

[ Ok J | Cancel

7. Select the "Advanced" tab and then configure the screen as follows:
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Outlook 2010&2013
r Internet E-mail Settings ﬁﬂ'

General | Qutgoing Server | Connection Advanced

Server Port Numbers

Incoming server (POP3): 110 Use Defaults |

["|This server requires an encrypted connection (S5L);

Qutgoing server (SMTP): 537

Use the following type of encrypted connection:  |MNone |E|
Server Timeouts
Shaort ! Long 1minute
Delivery

i || Leave a copy of messages on the server

O
i
7
i
o
it
=]

[ K J | Cancel

- Incoming server (POP3): 110

- This server requires an encrypted connection (SSL): Unchecked
- Outgoing server (SMTP): 587

- Use the following type of encrypted connection: None

Click "OK" to return to the "E-mail Accounts" screen and then click "Next"

8. Click the "Finish" button to complete the setup of your account
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Outlook 2010&2013

Add New E-mail Account - . P . u

Congratulations!

¥ou have successfully entered all the information required to setup your
account,

To dose the wizard, dick Finish,

<Back | Finish 1

Step 2. Configuring/Modifying SMTP (outgoing mail) server
Note: If you have already completed Step 1, you do not not need to complete Step 2

to send and receive email.

1.Select "Account settings..." from under "File"
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Outlook 2010&2013
m Home Send |/ Receive Falder Wiew Developer Add-Ins N

B save as

Account Information

5y save Attachments

Info (" L—_’Fﬁ-i'.-'ﬂ*::TF'
Acd A

¢ 5:_|: CCount
Open
Print oy Account Settings
;.L* Maodify settings for this account and configure additional connections.
Help Account
Sethings -
] Onkiong i

<| Account Settings...
e
'Ht. Add and remove acoounts o s
change exsting conneéchion settmgs. Mailbox ClEEI‘ILIP

= ) Manage the size of your mailbox by emptying Deleted Items and
[Ieanup ar{nl\rlng,
Tools -

Rules and Alerts
.

A Use Rules and Alerts to help organize your incoming e-mail messages,

Manage Rules and receive updates when items are added, changed, or removed.

& Alerts

2. Select your email account and then click on "Change..."
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Outlook 2010&2013

Account Settings

E-mail Accounts
Y¥ou can add or remove an account. You can select an account and change its settings.

o New... % Repair... ¥ Change... €% Sef as Defaulk X Remove & &

Mame Type
user-id @gol.com POR/SMTP (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Change Folder | Personal Folders\Inbox

in data file C:\Users\a-hughesiappDataiLocal\MicrosoftiOutook\Outook. pst

Close

3. Click on the "More settings..." button
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Outlook 2010&2013

Add Mew E-mail Account ﬁ

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: Your Mame After filling out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: user-id @gol.com button below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: POR = Izl
Incoming mail server: popmail.gol, com

Qutgoing mail server (SMTP): mail.gal.com

Logon Information

User Name: user-id @gol.com
Password: rrrrrree
Eemember password:
[]Reguire logon using Secure Password Authentication (SPA) [ More Settings ... ]

[ < Back ][ Mext = ][ Cancel ]

4. Select the "Outgoing Server" tab and then check the option "My outgoing server
(SMTP) requires authentication" and "Use same settings as my incoming mail
server"
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Outlook 2010&2013

F

Internet E-mail Settings ﬁ

General | Outgoing Server | Connection | Advanced

@ Use same settings as my incoming mail server
7 Log on using

ser Mame:

Passwiord:

Remember password
Reguire Secure Password Authentication (SPA)

7 Log on to incoming mail server before sending mail

[ Ok J | Cancel

5. Select the "Advanced" tab and then configure the screen as follows:
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Outlook 2010&2013
Internet E-mail Settings ﬁﬂ'

General | Qutgoing Server | Connection Advanced

F

Server Port Numbers

Incoming server (POP3): 110 Use Defaults |

["|This server requires an encrypted connection (S5L);

Qutgoing server (SMTP): 537

Use the following type of encrypted connection:  |MNone |E|
Server Timeouts

Shaort ! Long 1minute

Delivery

i || Leave a copy of messages on the server

-]
m
m
m
[l
i
[Fa]

[ K J | Cancel

- Incoming server (POP3): 110

- This server requires an encrypted connection (SSL): Unchecked
- Outgoing server (SMTP): 587

- Use the following type of encrypted connection: None

Click "OK" to return to the "E-mail Accounts" screen and then click "Next" and
"Finish" to save the changes.

Unique solution ID: #1065
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