How To Set up Email in Outlook 2016

These instructions are intended specifically for setting up an email account in Microsoft
Outlook 2016.

Step #1: Add or Edit the Email Account
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Account Information screen To set up a new email account, click the File tab and then click
Add Account.

If you’re modifying the settings on an existing account already configured in Outlook, click
on Account Settings and then click on Change settings for this account or set up more
connections and skip ahead to Step #4: Modifying an Existing Account.

Step #2: Manual Setup for a New Email Account
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Select the radio button for Manual setup or additional server types.Add Account Setup
screen

Then click Next.

Step #3: Select Email Account Type
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Select the radio button for POP or IMAP.Choose Service screen

And then click Next.

Step #4: Modifying an Existing Account
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If you’re editing an email account that already has been configured in Outlook, click on the
account name and then click on the Change button. Otherwise, skip ahead to Step #5:

Configure General Settings.

Account Settings edit

Note: You cannot edit an existing email account to switch its account type from POP3 to IMAP
or vice versa. To change the account type, you must add a new account of the desired type
(POP3 or IMAP) per the Add or edit the email account instructions above. Adding a new
account with a different connection type should not require you to delete the old one in most

mail clients.

Step #5: Configure General Settings
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: Emael User

Emad Address: sample@example.com
Server Information

Account Type: POP3

Incomeng mad server: mal.example.com

Outgong mail server (SMTP):  mad example com

Logon Information
User Name: sample@example. com
Password: m.m»...i

v Remember password

Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entnes are correct.

Test Account Settngs ...
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Your Name is your name as you want it to appear in emails that you send

Email Address should be the full email address

Account Type will be POP3 or IMAP, depending on your preference. For its ability to keep
email in sync across multiple devices (desktop, laptop, phones and tablets), IMAP generally is

recommended.

Incoming mail server

Mail.yourdomain.com

User Name is your full email address, not just the part before the at symbol.

Password is the email account password.

Require logon using Secure Password Authentication (SPA) must not be checked. SPA is not

the same as SMTP authentication.



Step #6: Configure Outgoing Server Settings
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Click the More Settings button, and select the Outgoing Server tab.Outgoing Server Settings
- SMTP Authentication

My outgoing server (SMTP) requires authentication should be checked
Use same settings as my incoming mail server should be enabled

Log on to incoming mail server before sending mail (POP3 only) should not be enabled.
That setting applies only to servers configured to allow POP Before SMTP authentication, in
which a successful login to retrieve mail allows a user from the same IP address to also send
mail for a period of time. It is not compatible with servers requiring SMTP authentication.

Now select the Advanced tab at the top of the More Settings window.

Step #7: Configure Ports and Encryption

Fill in the Advanced settings using the images and instructions below.
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Internet E-mail Settings

Geneesd | Ostgong Server Advanced
Secver Port Numbers

hcoming server (POP3): | Use Defauts

Thes Server requires an eacrypted connection (SSL)
Outgoing server (SMTP): 25
Use the followng type of encrypted consection:  None -
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Once complete, click OK to return to the previous window.

Non-SSL Ports and Encryption

Advanced Internet E-mail Settings screens for email accounts using IMAP (left) and POP3
(right) connection methods over a standard (non-SSL) network connection.

Standard (Non-SSL) IMAP Settings

Standard (Non-SSL) POP3 Settings

Incoming server (IMAP) is port 143

Use the following type of encrypted connection is “None”

Outgoing server (SMTP) is port 25 (587 also can be used if needed)

Use the following type of encrypted connection is “None”



Incoming server (POP3) is port 110
This server requires an encrypted connection (SSL) is not checked
Outgoing server (SMTP) is port 25 or 587 also can be used if needed)

Use the following type of encrypted connection is “None”

Live Phone Support

Get quick answers to the most Frequently Asked Questions in seconds!

® Please call us anytime at 1(800) 380-6942
To speak with our Sales Dept, dial extension 103

To speak with our Email/Technical Dept, dial extension 101
To speak with our Billing Dept, dial extension 102

For General Inquiries, dial extension 104

To Send us a Fax, dial extension 7

To Send us an e-mail, click here »


http://www.clearimaging.com/contact-us.php

