Outlook 2013

Overview

This article describes how to configure Microsoft Outlook 2013 on Windows 8.1. The instructions are similar
across all versions of Outlook

Configuring Microsoft Outlook

1. Open Outlook.

Add an Email Account

Use Qutlook to connect to email accounts, such as your arganization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

DNO

< Back Cancel

2. Onthe first page, select 'Yes' to create a new email account.
3. Click the Next button.
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Auto Account Setup
Manual setup of an account or connect to other server types.

DE—nﬂAmnt

Your Mame:

Example: Ellen Adams

E-mail Address: |

Example: elleni@contasa,com

Passwward: | |

Retype Password: | |

Type the password wour Internet service provider has given you,

@I Manual setup or additional server types

| < Back || MNext > || Cancel

4. Select the radio button titled 'Manual setup or additional server types'.
5. Click the Next button.
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D Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

D Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP

Connect to a POP or IMAP email account

< Back ” Mext > || Cancel

6. Select the radio button titled 'POP or IMAP'.
7. Click the Next button.
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: |Joe Smith We recommend that you test your account to ensure that
the entries are correct,

Email Address: |emai|@e}(ample.com

Server Information
Test Account Settings ...

Account Type: ||MAp

| Automatically test account settings when Mext

Incoming mail server: |mai|,e}(amp|e.c0m is clicked

Cutgoing mail server [SMTF): |mai|.examp|e.cc|m

Logon Information

User Name: |emai|

MMail to keep offline: All

Password: |”,"""

Remember password

Require logon using Secure Password Authentication

SPA]
(5PA) More Settings ...

| < Back ” Mext = || Cancel |

8. Enter your email credentials. For the incoming and outgoing mail server it is usually
mail.yourdomainname.com.au

9. On the bottom right, click the More Settings... button.
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A popup box appears:

| General | Outgoing Server | Advanced |

My outgoing server (SMTF) requires authentication
@ Use same settings as my incoming mail server
i) Log on using

ser Mame: |

Paszsward: |

| Remember password
Require Secure Password Authentication [SPA]

10. Select the 'Outgoing Server' tab.

11. Check the box titled 'My outgoing server (SMTP) requires authentication'.
12. Check the radio box titled 'Use same settings as my incoming mail server'.
13. Click the 'Advanced' tab.
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General = Cutgoing Server

Server Port Mumbers

Incoming server (IMAF): | 993 Lse Defaults

Use the following type of encrypted connection: |55L
Qutgoing server [SMTF): | 485

Use the following type of encrypted connection: |55L

Server Timeouts

Short Long 1 minute

Folders

Root folder path: | |npox

Sent ltems
|:| Do not save copies of sent items

Deleted ltems

|:| Mark items for deletion but do not move them automatically

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

Purge items when switching folders while anline

14. Select which ports and security settings you'd like to use.

Incoming

IMAP | Port 143 (Insecure Transport - No SSL function enabled)
IMAP | Port 993 (Secure Transport - SSL function enabled)
POP3 | Port 110 (Insecure Transport - No SSL function enabled)
POP3 | Port 995 (Secure Transport - SSL function enabled)

Outgoing

SMTP | Port 587 (Insecure Transport - No SSL function enabled)

SMTP | Port 465 (Secure Transport - SSL function enabled)

SMTP | Port 25 (username/password authentication MUST also be enabled!)

15. Enter the word 'Inbox' in the field 'Root folder path:’
16. Click the Ok button to save your changes.
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: |JGE Smith We recommend that you test your account to ensure that
the entries are correct.

Email Address: |emai|@example.com

Server Information
Test Account Settings ...

Account Type: ||Mp‘p

| Automatically test account settings when Mext

Incoming mail server: |mai|.example.c0m is clicked

Cutgoing mail server [SMTF): |mai|.examp|e.com

Logon Information

User Mame: |emai|

Mail to keep offline:  All

Password: EEEREAEE

Remember password

Require logon using Secure Password Authentication

SPA]
(SPA] Maore Settings ..

| < Back |I Mext = || Cancel |

17. On the previous page, click the Next button to proceed.

If a security warning popup box appears don’t worry:

4 The server you are connected to is using a security cerificate
,_k that cannot be verfied.

—

The target principal name is incaomect.

I View Cerificate. .. I

Do you want to continue using this server?

| L e

This warning appears because the certificate being
G used is NOT for your specific domain —it's for ‘our

Note: web host'. This is a normal warning which you can
accept to continue the setup.



http://wiki.dreamhost.com/File:07_Outlook.png
http://wiki.dreamhost.com/File:08_Outlook.png

18. If you'd like to confirm which certificate is attempting to be installed, click the View Certificate...
button.

19. Click the Install Certificate... button.

The next screen allows you to store the certificate under the current user or local machine:

Welcome to the Certificate Import Wizard

This wizard helps you copy certificates, certificate trust lists, and certificate revocation
lists from your disk to & certificate store,

A certificate, which is issued by a certification authaority, is a confirmation of your identity
and contains information used to protect data or to establish secure network
connections. A certificate store is the system area where certificates are kept,

Store Location

D Current User

(®) Local Machine

To continue, dick Mext,

| '@'Na‘t || Cancel |

The next screens allow you to choose where you'd like this certificate installed:
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Certificate Store

Certificate stores are system areas where certificates are kept.

Windows can automatically select a certificate store, or you can spedfy a location for
the certificate.

(®) automatically select the certificate store based on the type of certificate
() Place all certificates in the following store

Certificate store:

Browse...

Mext || Cancel
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Completing the Certificate Import Wizard

The certificate will be imported after you dick Finish.

You have specified the following settings:

0 i el e Automatically determined by the wizard
Certificate

| Finish | | Cancel

20. Click Finish to complete the installation.

A final confirmation page confirms the certificate has been installed:

o The import was successful,

21. Click the Ok button to proceed.
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The server you are connected to is using a security cerificate
that cannot be verfied.

The target principal name is incomect.

| View Certficate... |

Do you want to continue using this server?

I ‘fes I | Mo

22. On the previous security warning box, click Yes to accept the certificate.

W Enter your user name and password for the following server.
=

Server |mai|.examp|e.cc-m |

User Mame: |emai|@example.cnm |

Password: EEEEEEEE |

Save this password in your password list

| ok

23. Confirm your Server, User Name, and Password. You must do this twice.

After the tests are complete, a 'Congratulations!' box appears:

Congratulations! All tests completed successfully. Click Close to
continue,

Tasks | Errors

Tasks Status

\/Lng onto incoming mail server [IMAF) Completed
\/Send test e-mail message Completed
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24. Click Close to continue.

A final confirmation box confirms the account has been added:

You're all set?

We have all the information we need to set up your account.

Add another account...

25. Click Finish to complete the setup.
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