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How to setup an email address in Outlook 2019

To set up an E-mail account in Microsoft Outlook 2019, you will need to do the
following:

Find the search bar on the bottom left corner of your screen

All Apps Documents Web More ¥

Best match

Control Panel

Control Panel
$¥ Settings App

Search work and web
£ control panel - See work and web results = Open
2 control panel open

£ control panel printer Recent

= control panel windows 10 Mail (Microsoft Outiook)

s : .
Indexing Options

control panel home 90p

= ) Uninstall a program
control panel settings

\ £ Network and Sharing Centre
control panel app

Power Options

control panel windows
Programs and Features
Security and Maintenance

;‘ g o

BEE Control Panel

€< > v 4 B : Control Panel

Adjust your computer’s settings

System and Security
Review your computer's status
Save backup copies of your files with File History
Back up and Restore (Windows 7)

\ i Network and Internet
View network status and tasks

, / Hardware and Sound

%‘ View devices and printers

Add a device

Programs

o
[51 Uninstall a pregram
Get programs

User Accounts
) Change account type

Appearance and Personalisation

Clock and Region

Change date, time or number formats

Ease of Access
Let Windows suggest settings
Optimise visual display

@@Garn
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Open Mail (Microsoft Outlook)

E# All Control Panel ltems

-~ v 4 B Control Panel All Control Panel ltems

Adjust your computer's settings Viewby: Smallicons ~

&7 Administrative Tools mg AutoPlay & Back up and Restore (Windows 7) %@ BitLocker Drive Encryption
O Colour Management Credential Manager Date and Time '?d Default Programs
% Device Manager Fa Devices and Printers (‘9 Ease of Access Centre EJ File Explorer Options
£ File History A Fonts ¢=u Indexing Options B Intel® HD Graphics
€1 Internet Options =2 Keyboard B (Micros @ Mouse
5% Network and Sharing Centre | Phone and Modem E Power Options Mail (r'v*llcrczc:ft-autchlr.] s and Features
& Realtek HD Audio Manager & Recovery P Region Microsoft Outlook Profiles App and Desktop Connections
P Security and Maintenance iy Sound @ Speech Recegnition & Storage Spaces
@ Sync Centre & system -’,L Taskbar and Mavigation & Troubleshooting

‘_QJ User Accounts Q Windows Defender Firewall [§ Work Folders

Open Email Accounts

A Mail Setup - Outlock b4

Email Accounts

3 3etup email accounts and directories.

N
Data Files

Email Accounts...

ﬁh Change settings for the files Outlook uses to Data Files..,

‘Q store email messages and documents.,

Profiles

; g Setup multiple profiles of email accounts and

Show Profiles...
data files. Typically, you only need one,

Close
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Click New

(M Account Settings X

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files R55 Feeds 5SharePoint Lists Internet Calendars Published Calendars Address Books

#ﬁ New.. 98 Repair.. 50 Change.. €% SetasDefault 9 Remove #+ &

Mame Type

Close

Select Manual setup or additional server types and click next

™ Add Account >

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

OElnﬂAcuulnt

Your Mame: | |

Example: Ellen Adams

Email Address: | |

Example: ellen@contosa,.com

Fassword: | |

Retype Passwword: | |

Type the passveord your Internet service prowider has given wou,

@Mamﬂsetupuladﬁiil)nﬂsu\lutypﬂ

<Back [ mext> | | cancel | | Heb
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Select POP or IMAP and click next

{3 Add Account

Choose Your Account Type

() Microsoft 365
Automatic setup for Microsoft 365 accounts

Email Address:

Example: ellen@contasa,.cam

(®) POP or IMAP
Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync
Advanced setup for services that use Exchange AdtiveSync

<Back || Next> | | Cancel
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On the next page, type in your details as shown below

P

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

User Information

Your Mame:

YOUR MAME
Email Address: YOUR EMAIL
Server Information
Account Type: IMAP w

Incoming mail server: mail.intouchsystems.co.uk

Outgoing mail server (SMTFE | mail intouchsystems.co.uk
Logon Information
User Name: YOUR EMAIL
Password: i

Remember password

|:| Require logon using Secure Password Authentication
(SPA)

Test Account Settings

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

Test Account Settings ...

Automatically test account settings when Mext
is clicked

Mail to keep offline:  All

More Settings ...

< Back Cancel Help

The incoming and outgoing server will be: mail.intouchsystems.co.uk

If account type states POP, click and select IMAP instead

Click more settings, on the new window, select Outgoing server

A Internet Email Settings

General  Qutgoing Server  Advanced

Mail Account

X

Type the name by which you want to refer to this account. For
example: "Work" or "Microsoft Mail Server”

Other User Information
Organization:

Reply Email:
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Tick My outgoing server (SMTP) requires authentication
And make sure Use same settings as my incoming mail server is selected
B Internet Email Settings X

General Cutgoing Server  Advanced

@ My outgoing server [SMTF) requires authentication
@ Use same settings as my incoming mail server
(:}Lcug on using

User Mame: | |

Passwiard: | |

~| Remember password
Require Secure Password Authentication [SPA)

[ ok || cance

Once all done, click OK
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On the previous window where we typed in out details, Click Next

@ Add Account .

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

User Information Test Account Settings
Your Name: |‘|’DUF{ NAME | We recommend that you test your account to ensure that
the entries are correct,
Email Address: |'|’DUF{ EMAIL |
Server Information
Test Account Settings ..
Account Type: | IMAP |
: : " Automatically test account settings when Next
Incoming mail server: ' mail.intouchsystems.co.uk | e ?

Outgoing mail server (SMTF): |maiI.intouchsy:tems.co.uk |

Logon Information

User Name: YOUR EMAIL |

Mail to keep offline: All
Ak kdkdkd | .

Remember password

Password:

|:| Require logon using Secure Password Authentication

S
(5PA) More Settings ...

<Back || Next> | = Cancel || Help

Once all done, the window should say the below!

(A Add Account x

You're all set!

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

|:| Set up Outlook Mobile on my phone, too o —




