Setting up a new email accout on Outlook (PC/Windows)

1) Open the control panel
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Click “Email Accounts”

& Mail Setup - CARISMA

E-mail Accounts

5 Setup e-mail accounts and directories.

E-mail Accounts. ..

Data Files

+. Change settings for the files Outlook uses to
y;}: store e-mail messages and documents,

Data Files. ..

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Show Profiles...

Close

4) Click “New”

‘ Account Settings

E-mail Accounts

‘¥ou can add or remove an account. You can select an account and change its settings.

E-mail IData Files I RSS Feeds | SharePoint Lists I Internet Calendars | Published Calendars | Address Books I

i Mew... | 3¢ Repair... % Change... 2

Defaule X Remove 4 &

Mame

|Tpe

Q Fricciardi@carisma.net

Microsoft Exchange {send from this account by default)




5) Choose Manually Configure (next)

* Manually configure server settings or additional server types

6) Choose Internet Email (next)

* Internet E-mail
Connect ko POP or IMAP server ko send and receive e-mail messages.,

7) Complete the form as shown using your name, email address and domain name

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

User Information Test Account Settings

Your Mame: John Doe After filing out the information on this screen, we

recommend you test your account by clicking the button

E-mail Address: Failaddress@yourdomain.com below. (Requires netwark connection)
Server Information

Test Account Settings ... |
Account Type: MAP vl

Incoming mail server: l—newmail.pil.net IV Test Account Settings by clicking the Next button
Outgaing mail server (SMTPY:  [newmail.pil.net

Logon Information

User Name: Failaddress@yourdomain.com
Passwaord: otete|

¥ Remember password

I~ Require logon using Secure Password Authentication (SPA) More Settings
< Back I Mext = I Cancel |

8) Click “more settings” (outgoing server tab) check the boxes/buttons as shown

i Internet E-mail Settings [ %]

General | Sent Ikems I Deleted Items
QOutgoing Server | Connection i Advanced

V¥ My outgoing server (SMTP) requires authentication
% |se same settings as my incoming mail server
" Log on using

Iser Marme: I

Password: I
|7 Remember passward
r Require Secure Pas

yord Authentication (SPA)




9) Click Advanced set the settings exactly as shown click ok.

a Internet E-mail Settings B [

General ] Sent Items I Deleted Items I
Qutgoing Server I Connection Advanced
Server Port Numbers 1]

Incoming server (IMAR): I 143 Use Defaulks |
Use the following type of encrypted connection:  |Mone 'l

Outgoing server (SMTP): I 557

Use the following type of encrypted connection:  |Mone 'l

Server Timeouts

Short == Long 1 minute

Folders

Root Folder path:

10) Click “next” you will see this...

Test Account Settings

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

Tasks | Errors l {

Tasks I Skatus |
\/ Log onto incoming mail server (IMAP) Completed
\/ Send test e-mail message Completed

11) Click close then finish



