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SETTING UP MICROSOFT OUTLOOK 2013-2016

=

Open ‘Outlook’ and select ‘File'. A Click ‘Add Account'.

—_—

Auto Account Setup
Manal setup of an account o convect Chonse Service

Email Account

= 8 e
H Check ‘Manual setup or additional server types’ Bl Select ‘POP or IMAP and click ‘Next'
and click ‘Next'.
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User Information Internet E-mail Settings =]
Your Name:
= Jour Kame [ General | Outgoing semver |Advanced|
Email Address:
E mail@example.com [V]iMy outgoing server (SMTP) requires ¥
Server Information [3® Use same settings as my incoming mail server
Account Type: MAP = Log on using
=== Incoming mail server: imap.one.com
Mo ettt Qutgoing mail server (SMTP):  send.one.com Remember password
Logon i Reguire Secure Pas Authentication (SPA)
User Name: mail@example.com
Password:  [seeseeeeeeeeeens
[¥/] Remember password [}
| More Settinge..
P W

E Enter Your Name and E-mail Address. @A Select ‘Outgoing Server’

Select IMAP' as your account type. Check ‘My outgoing server (SMTP) requires authentication'’.

For Incoming mail server (IMAP), enter
mail.pdghosting.co.uk

For Outgoing mail server (SMTP), enter
mail.pdghosting.co.uk

In Logon Information enter the e-mail address and
password that you created in the control panel.

Click ‘More Settings’'.

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

Server Port Numbers

Incoming server IMAP): 993 Use Defaults

Use the following type of encrypted connection: |SSL [+]

Test Account Settings

Congratulations! All tests completed successfully. Click Close to
Outgoing server (SMTP): | 465 continue.

Use the following type of engrypted connection: |SSL [+

Server Timeouts

Short " Long 1 minute Tasks Errors
Folders

Root folder path: [INBOX Tasks Status
Sent Items ) ) v/Log onto incoming mail server (IMAP) Completed
D,D,j: ;::,:VE i \/ Send test e-mail message Completed

[7] Mark items for deletion but do not move them automatically
Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

(V] Burge items when switching folders while online

Select ‘Advanced'. I Click Close'.

For Incoming server (IMAP) enter 143 and select ‘SSL.
Bl You have now set up your account in Microsoft Outlook

Click ‘Finish'.

For Outgoing server (SMTP) enter 25 and select ‘SSL.
For Root folder path enter INBOX with uppercase letters.
Click ‘OK’ and then ‘Next’.
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