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Adding new email account to Outlook 2013

Start Outlook 2013.

1. Select ”File”

[-]a "_|E| = Outlook Today - Outlook
FILE HOME SEND / RECEIVE FOLDER VIEW
" C Up
Ijl l._||j Clean Up
& Junk -
Mew  MNew Delete | Reply Reply Forward —1 |
Email Iterns - All
Mew Delete Respond Quick Steps P

2. Choose "Add Account”

Outlook Today - Outlook ? - 8 %

Account Information

Open & Export

Mo account available, Add an e-mail account to enable additional features,
== Add Account

F‘ Account and Social Network Settings
ad}

Change settings for this account or set up more connections,

Account Connect to social networks,
Settings -
Office Account = Mailbox Cleanup
— IManage the size of your mailbox by emptying Deleted Items and archiving.
Options Cleanup
Tools -

Exit
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3. Choose “Manual setup or additional server types”

Add Account @

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

_! E-mail Account

Im
o

Mext = ]I Cancel

4, Choose "POP or IMAP”

Add Account @

Choose Service

| Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

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

ELBS

Connect to a POP or IMAP email account

| Other
Connect to a server type that is listed below
Fax Mail Transport

< Back J[ MNext > ][ Cancel
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Fill in the information to red-written fields.

The Incoming mail server has been sent with your order. If you don’t have this information please don’t
hesitate to ask by email from helpdesk@kotisivut.com.

If you plan to use SSL-protected connection to Incoming mail server then the server name will need to end
kotisivut.com, then the SSL-protection will work properly without any error messages.

The Outgoing mail server (SMTP) is normally your Internet connection provider’s SMTP server.

Add Account @

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

User Information Test Account Settings
Your Mame: Your name ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address: Email address
Server Information
Test Account Settings
Account Type: IMAP E‘
Incoming mail server: Incoming mail server Euctlli::::}jlcallyte“ s

DOutgoing mail senver [SMTP: | SWTP server
Logon Information
User Name: Full email address
Mail to keep offline: All
Password: “our password {
Bemember password

|:| Reguire logon using Secure Password Authentication

[SPA) More Settings ...

<Back || Medt> | | cance |
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5. From the previous dialog window choose ”More settings ...” and from the new dialog choose
“Advanced”. Choose “SSL” as encryption type for ”"Use the following type of encryption connection”.
For “Root folder path” type in INBOX as shown in the picture. This setting is Outlook version 2013

specific.

Internet E-mail Settings @

| General I Outgoing Sen.-er| Advanced |

Server Port Mumbers
Incoming server (IMAF;: 993 Use Defaults 0

Use the following type of encrypted connection: |55L Iz‘

Dutgoing server (SMTF: 25
Use the following type of encrypted connection: | Mone lz‘

Server Timeouts

Short g Long 1 minute

Falders

Root folder path: | |npox

Sent Items

Dgo not save copies of sent 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 falders while anline

[ 0K ][ Cancel ]

When you have done the Advanced settings then press “OK”, and the installation wizard will
go back to “POP and IMAP Account Settings”.
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Add Account @

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

User Information Test Account Settings

Your Mame: W our name We recommend that you test your account to ensure that
the entries are correct.
Email Address: Email address

Server Information
Test Account Settings ...
Account Type: IMAP E‘
Incoming mail server: Incoming mail server ;uctl'ijc'::g'ca”ytﬁt B
Dutgoing mail server [SMTP): | SHTP server
Logon Information

User Name: Full email address
Mail to keep offline:  All
Password: Your password 0

[V] Remember passward

D Reguire logon using Secure Password Authentication

SPA]
Rl More Settings ...

[ < Back ” Mext = l’ Cancel ]

6. If the default setting ”Automatically test account settings when Next is clicked” then the Installation
wizard will start checking the provided settings. The test message which will be sent during the test
will be shown at the end in this acount’s Inbox.

7. When the testing has been successfully completed you can close the diaglog by using Close-button.

Test Account Settings

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

Tasks |Err::|rs|

Tasks Status
\/Lng onto incoming mail server [IMAF) Completed
P Send test e-mail message In Progress
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8. The new email account has been now successfully created and ready for use.

Add Account @

You're all set!

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

Add another account..,

< Back Finish

9. The test mail sent during the test will be shown in the Inbox

Bﬂ % £ Inbox - testi@mailtest3 kotisivut.com - Outlook T EH - O %
FILE HOME SEND / RECEIVE FOLDER VIEW

L ~ —~ " i i Mave - R -
El .’?’j l?' x ﬁ_é E_(i ﬁ__; mn Poistetut kohteet ove 1 Unread/ Read earch People %

[+ 2 To Manager ~| | “=9 Rules~ [EE Address Book
New  MNew Delete | Reply Reply Forward [T . - > Send/Receive
- : . m- | |=ET Email = | Follow Up ~ . .
Email ltems- | %5 All cam =mal 03 Oneote Y Fitter Email All Folders
Mew Delete Respond Quick 5teps [F] Move Tags Find Send/Receive ~
search Current Mailbox (Ctrl=E) L | Current Mailbox ~ 3 Reply fg(a_ Reply +
] Al Unread ByDate ~  Newest 4 H
I testitunnus
4 Today |\
4 testi@mailtest3 kotisivut.com Microsoft Outlook -
Microsoft Outlook Test Message 10:40 .
Inbox This is an e-mail message sent automatically by Microsoft Qutlook
Drafts | To Test Account
4 Older
Sent tems
Trash Kotisivut.com Helpdesk This is an e-
. testi@mailtests. kotisivut.com 7.5.2012 .
Junk E-mail testi@mailtest3. kotisivut.com <end= mail
Outbox . message
i i isi U
Poistetut kohteet testi@mailtest3.kotisivut.com by sent
sent-mail testi@mailtests. kotisivut.com 26.4.2012 autr}matma_]ly

testi@mailtests. kotisivut.com <end> .

If the folders or mails are not showing up please check the settings on step 5. and step 6., specially
the Root folder path setting is essential.



