Email Account Setup — Office 2010

Information required

Your email address
Your email password

Step 1: Open Outlook 365/2013 and click on the ‘File’
menu.

0]

Step 2: Click on ‘Account Settings’ and then select ‘Account
Settings’

Step 3: Click on ‘New’ to begin adding your account.

Step 4:

I Leave the ‘Your Name’ field Blank

Il Type your email address into the ‘E-mail Address
I, Type your password into both Password fields.
V. Click ‘Next’
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You can add or remove an account. You can select an account and change its settings.
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Auto Account Setup

Add New Account

Click Next ko connect to the mail server and autamatically configre your account settings.

(® E-mail Account

Vour Name:

E-mail Address:

Password:

Retype Password;

Example: Ellen Adams
first surname@mydomain.com
Example: sllen@contoso.com

Type the password your Inkernet service provider has given you

() Text Messaging (SMS)

(O Manually configure server settings or additional server types

Close

Cancel



Microsoft Qutloak

Allow this website to configure first.surname@mydomain.com
server settings?

b

https:f}saturn.filebunker . co.ukfautadiscover/autadiscover <ml

ST ) .
Step 5: Click ‘Allow” on the warning pop-up message. Your account was redirected to this website for settings.

‘You should only allow settings Fram sources you know and trust,

[[]Dan't ask me abaut this website again

Allow Cancel

Add New Account -

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+/ Establish network connection
' Search For first.sumame@rmydomain. com server sektings

<+ Logonto server and send & test e-mail message

Step 6: Check the ‘Change account settings’ tick box then
C| ic k ‘ N eth “four IMAP e-mail account is successfully configured.

[VItanually configure server settings:

<Back Cancel
Add New Account -
Internet E-mail Settings
Each of Hhese settings are required to get your e-mal account working
User Information Test Account Settings

After Filing out the information on this screen, we

Your Name: First Sumame

recommend you test your account by clicking the button,

Ste p 7: E-mall Address: trst surmame@my demain.com belauw, {Requires nekwork connection)
Server Information
Test Account Settings ..
Accourt Type: freves
(W] Test Account Settings by clicking the Next button

Incoming mailserver saturm flebunker. co.uk Fitnas by cleing

Check the ‘Your Name’ field and make any adjustments T
Qutgaing mail server " saturn Filebunker. co.uk.
necessary. .

Click ‘More Settings...” e e

Remember password

[CJReuire logon using Secure Password Authertication (5PA) More settings

<Back Finish Cancel

Internet E-mail Settings
Oukgoing Server Connection Advanced
General Sent Ttems Deleted Items

Da not save copies of sent items
Save sent ikems in the following Folder on the server:

-4 first, surname@mydomain.cam Mare Falders...

Step 8: Hew Folder,.,

On the ‘Sent Items’ tab, Select ‘Save sent items in the
following folder on the server’
Click on the ‘More Folders...” button.

() Saivs sent iberns I the Senit Teems Foldsr on this computer

] IMAP Folders
Display folders whose names contain:
[ Query
Al Subscribed Stop
Step 9: Folders @
[Hinbox (*\
[ Inbox Dialts
: ‘ ’ rAK’ [ InboxJunk E-mai
Click on ‘Query’ and then 'OK’. i
[ Inbox Learn Spam Szl
[ Inbox Sent Unsubscribe
1 Inhi Snam h

When displaying hierarchy in Outiook, show anly subscribed folders.

3 Cancel Apply



Step 10:
Expand the navigation tree as shown and Click on ‘Sent’ and

then 'OK’.
If the folders fail to display, repeat from step 8.

Step 11:

Click on ‘Finish’

Step 12:

Click on ‘Close’ to complete setup.

Internet E-mail Settings -

(Qutgaing Server Connection Advanced
General Sent Items Deleted Items

Do not save copies of sent items
Save sent items in the Following Folder on the server:

=4 first.surname@mydomeain,com Mare Folders. .,

Mew Folder. ..

{3 Trash

Your Name:

Save sent items in the Sent Items folder on this computer

Cancel
Add New Account -
Internet E-mail Settings
Each of these settings are required to get your e-mail account working,
User Information Test Account Settings
First Sumame After Filing out the information on this sereen, we
recommend you test your account by clicking the button
E-mail Address: First.surname@mydomain.com below. {Requires network connection)

Server Information
Account Type:

Incorming ma server:
Outgoing mall server (SMTP):
Logon Information

User Name:

Passward:

Test Accounk Settings
AP
ot Fleburker couk Test Account: Settings by cicking the Mext button

saturn.filebunker, co.uk.

it st.SUFTIam B@my domain, corm

prere——

Remember passiord

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

More Settings ...

< Back Finish Cancel

Test Account Settings

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

Tasks | Errars

Close

Tasks

\/Lng onta incoming mail server (IMAR) Completed
/' Send test e-mail message Completed

Status




