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Outlook 2016

1) Click on the outlook icon (Outlook 2016).

2) If icon could not be found, go to START > All Programs > Microsoft Office > Outlook 2013.

Welcome to Outlook 2016

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

-

! < Back ][ Next > ]'[ Cancel J

3) If your PC does not have an email account set up, the above will be shown. Click on “Next”.
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Add an Email Account

Use Outlook to connect to email accounts, such as your organization’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?

4

() No

5.

4) Select Yes.

5) Click on “Next”.
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Add Account

Auto Account Setup

Manual setup of an account or connect to other server types.

(") E-mail Account

@ Manual setup or additional server types

d yourInternet service provider has given you

1.

[ < Back

[ Net> |

[ Cancel ]

6) Check “Manually configure server settings or additional server types”.

7) Click on “Next”.
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Add Account (23]

Choose Service

(") Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

") Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

@ POP or IMAP
Connect to a POP or IMAP email account 8 A

9.

< Back [ Next > ]l[ Cancel

8) Select “POP or IMAP”.

9) Click on “Next”.
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Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: We recommend that you test your account to ensure that
the entries are correct.
Email Address:

Server Information 1 0.
Test Account Settings ...
Account Type: IMAP E’
Incoming mail server: POP3 | Automatically test account settings when Next
g : hﬂ“p i is clicked
Outgoing mail server (SMTP}):

Logon Information

User Name:
Mail to keep offline: All

Password: -
[V] Remember password

[T]Require logon using Secure Password Authentication
(SPA)

More Settings

< Back Next : Cancel

10) Select “IMAP” at the Account Type.

IMAP - Mapping the emails onto Mobile Mail (synchronizing with web mail). So that user can view their

emails on multiple platforms. (Please take note IMAP configuration is slightly slower than POP3)
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Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

1.

User Information

Your Name: demo@mydomain.com

Email Address: demo@mydomain.com

Server Information

Account Type:

IMAP [+

Incoming mail server: mail.mydomain.com

Outgoing mail server (SMTP): mail.mydomain.com

Logon Information

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

T

est Account Settings ...

Automatically test account settings when Next
is clicked

11.

User Name: demo@mydomain.com

AAKKKKAKRAR

Password:

[V] Remember password

Mail to keep offline: All

11.

["]Require logon using Secure Password Authentication
(SPA)

1 2. More Settings ...

< Back ][ Next > ][ Cancel ]

11) Fill in the respective fields accordingly.

Your Name : demo@mydomain.com
Email Address : demo@mydomain.com
Username

Password g Rk ok ok ok

Incoming mail server  : mail.mydomain.com

Outgoing mail server : mail.mydomain.com

Check remember password

: demo@mydomain.com (key in your full email address)

12) Once filled up, select “More Settings” and proceed to “Outgoing Server” tab.
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mailto:demo@mydomain.com
mailto:demo@mydomain.com

-

Genera]| Outgoing Server dvanced |

Internet E-mail Séttings 1 3 = ’

| My outgoing server (SMTP] requires authentication 1 4
@ Use same settings as my incoming mail server "

(") Log on using

Remember password
Require Secure Password Authentication [SPA)

[ oK J [ Cancel

A

13) Ensure that the “My outgoing server (SMTP) requires authentication” is checked.

14) Ensure that the “Use same settings as my incoming mail server” is selected.
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] General I Outgoing Sewell Advanced 1 5-
| SO

Server Port Numbers

Incoming server (IMAP)] 143 Use Defaults 1 6 .

Use the following t§pe of encrypted connection: | None E

— ¢
Outgoing server (SMTPE 25 h

Use the following type of encrypted connection: \ None E]

i Lte
IShort " “J~ Long 8 minutes 17_

Folders
Root folder path: |

Sent Items

E] Do not save copies of sent items

Deleted Items

["] 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.

Purge items when switching folders while online

T [

15) Proceed to Advanced Tab.
16) Ensure the ports corresponds with the respective mail provider.
17) Server Time out set to 8min.

18) Once configured, click on “Ok”.
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Change Account

POP and IMAP Account Settings
Enter the mail server settings for your account,

User Information
Your Name:

Email Address:
Server Information
Account Type:

Incoming mail server:

Outgoing mail server (§MTP}:

Logon Information
User Name:

Password:

[1Require logon using Secure Password Authentication

(SPA)

‘demo@mydomain.com

démo@mydomain.com
IMAP
demo@mydomain.com

demo@mydomain.com

demo@mydomain.com

I ARAKKEAR

[V] Remember password

Test Account Settings

We recommend that you test your account to ensure that

the entries are correct.

[ Test Account Settings ... ]

19.

Automatically test account settings when Next

is clicked

Mail to keep offline: All

19.

More Settings ...

- R=rl
< DaCk

[ Next > J [ Cancel

)

19) Inspect the respective fields once more before clicking “Test Account Settings...”.

o

‘ Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop
continue.
Tasks | Errors |
Tasks Status
V/Log onto incoming mail server (IMAP) Completed
v/Send test e-mail message Completed

—

20) If successful, the above will be shown. If there are errors found, please revert back to step 8.
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Change Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Name: ‘?‘,e"‘,O@'ﬂydqma,in‘,com
Email Address: ‘dremq@mydrormarinr.crpm
Server Information

Account Type: |IMAP

Incoming mail server: ;demo@mydomain.com

Outgoing mail server (SMTP}: | gemo@mydomain.com
Logon Information
User Name: demo@mydomain.com|

I KERRARAR

Password:
Remember password

[T]Require logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

[ Test Account Settings ... ]

[V] Automatically test account settings when Next
is clicked

Mail to keep offline: All

21.

< Back [ Next > ] [ Cancel ]

|E3

21) Click “Next” to proceed.
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You're all set!

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

22.

< Back

22) Click on finish and proceed to your Inbox.

<
4 Favorites l Search Current Mailbox (Ctrl+E) KL | Current Mailbox ~
Inbox All  Unread By Date ~  Newest
4 Today
4 demo@mydomain.com Microsoft Outlook
Microsoft Outlook Test Message 5:24 PM
23. o :
This is an e-mail message sent
Drafts
Sent Items Microsoft Outlook
Deletad Kerns Microsoft Outlook Test Message 4:52 PM
i This is an e-mail message sent
Junk E-mail [2]
Outbox Microsoft Outlook
RSS Feeds Microsoft Outlook Test Message 4:50 PM

This is an e-mail message sent

Search Folders

A Vnrbnvd e

23) Select your Inbox to verify if it is the correct email.
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FILE HOME

=7 lom

&
New New

v

SEND / RECEIVE FOLDER VIEW
(i Ignore x N (/ = 27N
~ \_—/\ —{  [F2 Meet
% Clean Up~ € € Le “

Email Items~

elete  Reply Reply Forward [5
%Junk' 22- E@More

All

New

4 Favorites

Inbox 3029
Sent Items

Deleted Items

8@ Block Sender
Never Block Sender
Never Block Sender's Domain (@example.com)

Never Block this Group or Mailing List

25.

m

® Junk E-mail Options...

23]

T 8310 p T L DT v L

24) Proceed to Home Tab. Select on the Junk above.

25) Select “Junk E-Mail Options...”.
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Junk E-mail Options - demo@mydomain.com

e

Options | Safe Senders | Safe Recipients | Blocked Senders | International |

Outlook can move messages that appear to be junk e-mail into a
special Junk E-mail folder, 26

Choose the level of junk e-mail protection you want:

@ No Automatic Filtering. Mail from blocked senders is still moved
to the Junk E-mail folder.

(") Low: Move the most obvious junk e-mail to the Junk E-mail
folder.

(7) High: Most junk e-mail is caught, but some regular mail may be
caught as well. Check your Junk E-mail folder often.

(") Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Recipients List will be delivered to your
Inbox.

[ Permanently delete suspected junk e-mail instead of moving it to
the Junk E-mail folder

| Disable links and other functionality in phishing messages.
(recommended)

| Warn me about suspicious domain names in e-mail addresses.
(recommended)

b §

26) Select the “No automatic Filtering” Option. This is to ensure that your mail do not proceed to the

Junk Box.

27) Select “OK”".

28) You are done. Please remember to test send and receive to confirm that your account is functioning.
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