Microsoft Outlook 2010 on Windows

Adding a new email account to Outlook 2010 in Windows

1. Open Outlook
2. Click File, then click on + Add Account

5P Add Account

3. Select Manually configure server settings or additional server types at the bottom of the page, then click Next >

AddNewAccount T ==

Auto Account Setup
Connect to other server types.

(©) E-mail Account
Your Mame:
Example: Ellen Adams

E-mail Address:

Example: elen@contosa.cam

Password:

Retype Password:

Type the password your Internet service provider has given you,

(C) Text Messaging (SMS)

© Manually configure server settings or additional server types.

4., Choose Internet E-mail, then click on Next >
Add New Account T E

Choose Service

© Internet E-maik

Connect to POP or IMAP server to send and receive e-mail messages.
(1 Microsoft Exchange or compatible service

Connect and access e-mai messages, calendar, contacts, faxes and voice mail messages.
() Text Messaging (SMS)

Connect to a mobile messaging service.

< Back ][ Next > J[ Cancel

5. Enter Your Name and full E-mail Address
Add New Account T E

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

User Information Test Account Settings
Your Name: Jos Suzuki After filing out the information on this screen, we

recommend you test your account by dicking the button
E-mail Address: joe. test@xplornet.com below. (Requires network connection)
Server Information

Test Account Settings ...

Account Type: ™aP =
o mapplormet com Test Account Settings by dicking the Next button

Qutgoing mail server (SMTP):  smip, xplornet.com

Logon Information

User Name: joe. test@xplornet. com

Password: | sesssssess
Remember password

[] Require logon using Secure Password Authentication (SPA)

[ < Back. ][ Next > ][ Cancel

Set the Account Type to IMAP (POP3 is an option but is not recommended)

Enter the Incoming mail server as imap.xplornet.com

Enter the Outgoing mail server (SMTP) as smtp.xplornet.com

Change the User Name to your full email address, including the portion after the @ symbol (e.g., joe.test@xplornet.com)

L xNo



10. Enter your email Password
11. Click on More Settings..., then go to the Outgoing Server tab
Internet E-mail Settings &l

General | SentItems | Deleted Items I
OutgoingServer | Connection | Advanced |

[)3y outgoing server (SMTP) requires authentication:
&) Use same settings as my incoming mai server
() Log an using

User Name:
Eassword:

Remember password
Require Secure Password Authentication (SPA)

12. Place a check mark in My outgoing server (SMTP) requires authentication

13. Go to the Advanced tab

14. For both the Incoming server (IMAP) and Outgoing server (SMTP), set “Use the following type of encryption connection”
to SSL

15. Change the Outgoing server (SMTP) Port Number to 465
Internet E-mail Settings &l

[ General | SentItems | Deleted Items I
OutgongServer | Connection | Advanced

Server Port Numbers

Incoming server (IMAP): 993 Use Defaults

Use the following type of encrypted connection: |SSL |z|
Qutgoing server (SMTP): 465
Use the following type of encrypted connection: | SSL [=]
Server Timeouts
Short  ~ Long 1minute
Folders
Root folder path:

16. Click OK
17. Click on Next >

Test Account Settings
—

Congratulations! Al tests completed successfully. Click Close to continue. Stop

Close

Status
+ Log onto incoming mail server (IMAP) Completed
/' 5end test e-mail message Campleted

a. |If either or both test Tasks fail (red X), then one or more of your settings are incorrect. Click Close, correct your
setting(s) and try again.
18. Once the test Tasks complete successfully (green checkmarks), click Close and then Finish
19. Click File, then click on Account Settings, then click on Account Settings again

-
6l 5 9 |
W Home Send / Receive Folder View
Save As .
Account Information
=
Jjoetest@xplomet.com -
o 4 IMAP/SMTP
o Add Account
Open
Print — Account Settings
B}H Modify settings for this account and configure additional
Help A22 connections.
Account
1 Options Seftings -
~=7| Account Settings...
Exit =
x La}k:,l;, Add and remave accounts or change
" existing connection settings.




20. Select the email you just created and click Change...
Account Settings ﬂ

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | sharepoint Lists | internet Calendars | Published Calendars | Address Books |

o New... P Repar.. % change.. | SebasDefak X Remove @

Name Type
@ joe. test@xplornet.com IMAP/SMTP (send from this account by default)

21. Click on More Settings

Change Account . [

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

User Information Test Account Settings

Your Name: Joe Suzuki After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: joe test@xplornet.com below. (Requires network connection)

Server Information

Test Account Settings ...

Test Account Settings by dicking the Next button

Account Type: AP
Incoming mail server: imap.xplornet.com
Outgoing mail server (SMTP): | smip, xplornet.com
Logon Information
User Name: joe. test@xplarnet.com
Password:  sessssses

Remember password

[] Require logon using Secure Password Authentication (SPA)

22. Go to the Sent Items tab

Internet E-mail Settings @

Outgoing Server Connection Advanced
Sent ltems Deleted Ttems

() Do not save copies of sent items

(@) Save sentitems in the following folder on the server:

£ joe.test@xplornet. com Mgre Folders...

{3 Drafts

- Inbox New Folder...
=

Junk E-mail

Spam

{3 Trash

(7) Save sent items in the Sent Items folder on this computer

23. Verify that “Save sent items in the following folder on the server” is selected and that the Sent Items folder is selected
under your email address; otherwise select it
24. Go to the Deleted Items tab

Internet E-mail Settings @

| QOutgoing Server | Connection | Advanced ‘
General | sentltems | Deleted Items

® Move deleted items to the following folder on the server:

=] g joe. test@xplornet.com More Folders. ..

[ Drafts
At
*- L g Junk E-mail
i [ Sent Items
*- 3 Spam
LE

7 Mark items for deletion but do not move them automatically

Ttems marked for deletion will be permanently deleted when the items
in the mailbax are purged.

Purge items when switching folders while online

25. Verify that the Trash folder is selected under your email address; otherwise select it
26. Click OK

27. Remove the check mark from Test Account Settings by clicking the Next button

28. Click on Next >, then Finish, and then Close




Changing your Email Password

If you changed your email password in webmail or MyXplornet, you will need to change it in Outlook to match the new

password.

Outlook should prompt you for your new password (note the server is IMAP — for incoming):

Enter your new Password, check the box of “Save this password in your password list” (unless you wish to enter it every time)

and click OK

It should also prompt you when you send a message from Outlook (note the server is SMTP — for outgoing):
===

\?\.} Enter your user name and password for the following server.

Enter your new Password, check the box of “Save this password in your password list” (unless you wish to enter it every time)

and click OK

Internet E-mail - joe.test@xplornet.com

[

\jﬂ)\‘/\ Enter your user name and password for the following server.

Server imap. xplornet.com
User Name: |joe, test@xplornet.com
Password: | Eeessesees

Save this password in your password list

Internet E-mail - joe test@xplornet.com

Server smtp.xplornet.cam
User Name: [joe. test@xplornet.com
Password: | Eeeeeeeees

Save this password in your password list

If Outlook doesn’t prompt you for your new password, follow these steps:

1. Click File, then click on Account Settings, then click on Account Settings again

ST
,ﬁl =
File Home

Save As

Info

Print

Help

] Options

B Exit

Open

R R ]

Send / Receive Folder Wiew

Account Information

joetest@xplomnet.com
IMAP/SMTP

o Add Account

_ Account Settings
a-.LH Modify settings for this account and cenfigure additienal

connections.
Account
Settings -

"'_ll Account Settings...
g} 55 Add and remove accounts or change
' existing connection settings.

Inbox

2. Select the email you just created and click Change...

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Da|3 Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Eooksl

o New... 3 Repair... |3 Change... X Remove 4

Name

& joe test@xplomet. com

Type

IMAP/SMTP (send from this account by default)



https://mail.xplornet.com/
https://xplornet.force.com/customers/loginCommunity

3. Enter your new Password

Change Account . @

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

User Information Test Account Settings
Your Name: oo Suzkd After filing out the information on this screen, we
recommend you test your account by dicking the button
£-mail Address: foe test@plomet.com below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP

e e ———— Test Account Settings by cicking the Next butten

Qutgoing mail server (SMTP): | smip, xplornet.com

Logon Information
User Name: joe.test@xplornet.com
password: srrrerress

Remember password

[ Reguire logon using Secure Password Authentication (SPA)

4, Click Next >

Test Account Settings

Congratulations! Al tests completed successfully. Click Close to continue. Stop

Status
+ Log onto incoming mail server (IMAR) Completed
+ Send test e-mail message Completed

a. If both test Tasks fail (red X), then you entered your new password wrong. Click Close, correct your Password and
try again.
5. Once the test Tasks complete successfully (green checkmarks), click Close and then Finish



