Microsoft Outlook 365 on Windows

Changing your Settings

Open the Outlook app by clicking the Windows Start menu and choosing Outlook.

ol Outlook

Outlook may prompt you for your user name and password. If so, click Cancel

1. Click File, Options (on the left)

Office
Account

Feedback

Options

2. Select Advanced (on the left)

General

Mail

Calendar
People

Tasks

Search
Language
Ease of Access

Advanced

3. Scroll down to Send and receive and click Send/Receive...

Advanced Send and receive
Customize Ribbon £ Set send and receive settings for incoming and outgoing items.
Quick Access Toolbar - Send immediately when connected
4. Click Edit...
Send/Receive Groups x

a‘;‘ A Send/Receive group contains a collection of Outlook accounts and
g%, folders. fou can specfy the tasks that will be performed on the group
= during a send/receive,

Group Name Send/Receive when

All Accounts Online and Offline New...

Copy...

Remove

Rename

5. Select your Account on the left (typically your email address) and click Account Properties...
6. Go to the IMAP Email or POP Email tab. Verify the following settings, and change them if necessary:
a. Incoming Mail Server
a. If (IMAP): imap.xplore.net
b. If (POP3): pop.xplore.net
b. Outgoing Mail Server (SMTP): smtp.xplore.net
c. User Name: your full email address, including the portion after the @ symbol
d. Password: your email password



7. Go to the Outgoing Server tab
a. Verify “My outgoing server (SMTP) requires authentication” is checked, and it’s set to “Use same settings as my

incoming mail server”

Internet Email Settings X

IMAP Email  General Outgoing Server  Advanced

.M outgoing server (SMTP) requires authentication
(®) Use same settings as my incaming mail server

() Log on using

Remember password
Reguire Secure Password Authentication (SPA)

8. Go to the Advanced tab. Verify the following settings, and change them if necessary:
e. encrypted connection: SSL/TLS for both the Incoming and Outgoing servers
f. Incoming server Port Number
a. If (IMAP): 993
b. If (POP3): 995
g. Outgoing server (SMTP) Port Number: 465

Internet Email Settings x Internet Email Settings X
IMAPEmail General Outgoing Server Advanced FOF Email General Outgoing Server  Advariced
Server Port Mumbers Server Port Numbers
Incoming server (IMAP}: Use Defaults Incoming server (POP3): Use Defaults
Use the following type of gncrypted connection: | SSLTLS | [] This server recuires an encrypted connection (SSLATLS)
Qutgoing server [SMTF): Qutgoing server (SMTP):
Use the following type of encaypted connection: | SSL/TLS v Use the following type of encrypted connection; | SSL/TLS ~

Server Timeouts
Short @ Long 1 minute

Server Timeouts

short ¥ Long 1 minute
Folders

Delivery

Root folder path:
[“ILeave a copy of messages on the server
Sent Items [CRemove from server after 14 = | days

[]Bo nat save copies of sent items [C1Remove from server when deleted from 'Deleted 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

9. Click OK, OK, Close, and then OK



