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How to set up a new email account in Microsoft Outlook

1
File -> Add Account ®

() Info

Open & Export

Save As

2

Enter email address

Tick Let me set up my account manually
Click Connect

Account Information

% IMAP/SMTP
+ Add Account

5

Account
Settings v

Account Settings
Change settings for this account or set up more connections.
®  Get the Outlook app for iOS or Android.

& Outlook

Email address

you@yourdomain.com

Advanced options a

Let me set up my account manually
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3 E Outlook
Select IMAP
Advanced setup
J & R &
Microsoft 365 Outlook.com Exchange Google
POP IMAP Exchange 2013
or earlier
Go back
4 IMAP Account Settings
U nder |nC0mIng ma|| hello@jackieshouseorkney.com (Not you?)

Add the server name, set the port to 993 and
encryption method to SSL/TLS

Incoming mail

Server | mailyourdomain.com Port | 993

Encryption method | ss/TIS

Under Outgoing mail
Add the server name, set the port to 587 and
encryption method to STARTTLS

Require logon using Secure Password Authentication (SPA)
Outgoing mail
Server | mailyourdomain.com Port | 587

Encryption method | STARTTLS | =
Tick the Require logon using Secure Password

Authentication (SPA)

+/| Require logon using Secure Password Authentication (SPA)

Click the Next button
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5
IMAP Account Settings
Add the password hello@jackieshouseorkney.com (Not you?)
Click the Connect button
Password
[ 5
Go back
6
R Outlook

Click the Done button

Account successfully added

IMAP

Add another email address

Email address

Advanced options a

Let me set up my account manually

|| Set up Outlook Mobile on my phone, too
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