Outlook 2013 setup guide

1. Click on the ‘File’ Button
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2. Click on "Add Account”
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Account Information

Open & Export

No account available, Add an ¢-mail account to enable additional features.

o Add Account
_'J:”\ Account Settings
=42 Change settings for this account or set up more connections.
Account
Settings ~

a-‘“ Account Settings...

Office Account \.-‘._»} Add and remove accounts or
change edsting connection settings. ., b, emptying Deleted Items and archiving.
Options o ® Social Network Accounts

o
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Exit
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3. Select ‘Manually Configure Server Settings’ then click ‘Next’
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Add Account M

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

") E-mail Account
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4. Choose the ‘POP or IMAP’ option and click ‘Next’

Add Account E

Choose Service

[:J Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and vaice mail

I:J Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP
Connect to a POP or IMAP email account

< Back Cancel
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5. Enter in the required details and click and click ‘Next’

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

User Information
Your Name:

| Email Address:

John Doe

johndoe@inspire.netnz.

Server Information
Account Type: pPOP3 E

Incoming mail server:

pop3.inspire.net.nz

Outgoing mail server (SMTFY  smitp inspire.net.nz

Test Account Settings

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

[ Test Account Settings ..

| Automatically test account settings when Next
I5 clicked

Dreliver new messages to:
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Logon Information @ Mew Outlook Data File
User Name: ‘johndoe ) Existing Outiook Data File
Password: sassEEEE | Browge
| Remember password :
~| Reguire logon using Secure Password Authentication
P More Settings ...
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6. Click ‘Finish’

M T
Add Account

You're all set!

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

| Add another account... |




