STEP 1

Open Outlook and click on
“File".

STEP 2

Go to Account Settings and
select “Manage Profiles”
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Account Settings
Change settings for this account g

Account Settings..
% Add and remove accounts or change
xisting connection settings.

Account Name and Sync Settings

% Update basic account settings such as
account name and felder sync settings.

Server Settings
Update logon information, such as sencer
name, port, and suthentication settings.

Change Profile
(-I):_'R Restait Microseft Qutlook and ¢ & &
different prefile. b

| Manage Profies ,

il Add and remove profiles or change
existing profilé settings.
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OUTLOOK
2013-2016

Mail Setup - Outlook X

Email Accounts

[-j Setup email accounts and directories. Email Accounts...

Data Files
# Change settings for the files Outlook uses to Data Files...
&-jg store email messages and documents.
Profiles

Setup multiple profiles of email accounts and  show Profiles...
data files. Typically, you only need one.
Close

STEP 3

Account Settings

Email Accounts

Click on Email Accounts and You can add of remove an account. You ¢an telect an account and change its settings.
double click on the email :

account you want to use with
mysmtp.com

Email  pataFiles RSSFeeds SharePointLists Internet Calendars Published Calendars Address Books

o New... F Repair... '3 Change.. @ Seta:Default 3 Remove # &

Name Type
(-] @mysmip.com IMAP/SMTP (send from this account by default)
IMAP/SMTP
IMAP/SMTP
IMAP/SMTP
IMAP/SMTP

Selected account delivers new messages to the following location:

hans@mysmip.com\Inbox
in data file C\Users\hans\AppDatal...\Microsoft\Outlook\hans @mysmip.com. ost
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Change Account

POFP and IMAP Account Settings
Enter the mal server settings for your account.

User Information Test Account Settings

Your Hame; We recommend that you test your account to ensure that
the entries are correct,
Email Address: Smysmip.com

S T E P 4 ; . . Test Account Settings ...

Account Type: IMAR
H Incoming mail senver: .m(rx;mh'!ﬂl sccount settings when Nest
Type mail.mysmtp.com in the Gutgoing mail server (SMTF: | mail mysmip. com \ o
field “Outgoing mail server - =T
User Name:

(S M T P) tl ; — Mail to keep cttline: All

. Remember password
[[) Require logan using Secure Password Authenticstion o

B # More Settings ...
((tot> ] coce

Then click More Settings

Internet Email Settings

General Outgoing Server Advanced

lick the “ in rver” .
C ¢ tls OUtgo g Se & .Mgutgningsemr(SMTP]rtquiresauthenticatiorg‘

menu and check the following: I B e T i s

1.!n the field “User Na.lme , e

insert the user email you .

. User Name: | username@mail.com
have made in the SMTP
account setup.

.In the “Password” field
insert the password you
received in setup email or
use the one made in the
SMTP account set up.

Password: | *vreees

B Remember password
(") Reguire Secure Password Authentication (SPA)

Then click the advanced tab.
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Internet Email Settings

General OQutgoing Server Advanced
Server Port Numbers
Incoming server (IMAP): 143 Use Defaults

Use the following type of encrypted connection: |Auto

Qutgoing server SMTP;:  587] «

S TEP 6 Use the following type of engrypted connection: | Auto

Server Timeouts

Set “outgoing server (SMTP)” Short '@ Long 1 minute
port to: 587 Folders

: Root folder path:
Set encryption to AUTO or

STARTTLS ol

Dno not save copies of sent items

Click Ok and go back to Deleted Items
account settings window and : () Mark items for deletion but do not move them automatically

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

B Purge items when switching folders while online

click “Test account Settings...”
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