Outlook Configuration Manual

Step-1:

Open Microsoft Outlook

Step-2:

Go to file and click on “Add account”
Step-3:

Select the Radio Button “Manual setup or additional server types”
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Auto Account Setup
Manual setup of an account or connect to other server types.,

) E-mail Account

Your Mame: | |

Exarmple: Ellen Adams

E-mail Address: | |

Example: ellen@contoso,com

Passweord: | |

Retype Password: | |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types




Step-4:

Select “POP or IMAP” and proceed “Next”

| S

-
Add Account . S ﬂ

Choose Service

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

() Dutlook.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
() Other

Connect to a server type that is listed below

Fax Mail Transport
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Step-5:

Provide your information (in Your Name, E-mail Address, User Name and Password boxes) according to
your mail server and account and proceed to “More Settings”

Change E-mail Account *

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

User Information Test Account Settings
Your Mame: Mahabubur Rahman After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: mahabub@baera.gov.bd button below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP
Incoming mail server: 43,279, 13,209
Outgoing mail server (SMTP): |43 229, 13.7207
Logon Information
User Name: mahabub@baera.gov.bd
Passwgrd: EEEEEEEEEEEEEL
Remember password
[ ] Require logon using Secure Password Authentication (SPA) More Settings ...
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Step-6:

After clicking on “More settings” follow the configuration from the given pictures.
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Add Account

POP and IMAP Account Settings

Enter the mail server settings for your account,
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Internet E-mail Settings

Outgoing Server | Advanced

My outgoing server (SMTF} requires authentication
@ Use same settings as my incoming mail server
") Log on using

User Mame: |repc|rt

Passweard: |

|:| Eemember password
|:| Require Secure Password Authentication [SPA)

[ ok || cance

Settings

d that you test your account to ensure that

tically test account settings when Next
d

ffline: 3 manths

Maore Settings ..
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Add Account

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

Folders

Root folder path:

Sent Items

|:| Do 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 folders while online

| ok || cancel

Internet E-mail Settings
corredt,
| Generalll Qutgoing Senrer| Advanced |
Server Port Mumbers
Incoming server [IMAF): E Use Defaults
Use the following type of encrypted connection: | 550 E‘ d

| Outgoing server [SMTR)| 587

] Use the following type of encrypted connection: | TLS E‘

[ | server Timeouts
ffline: 3 th

[ Short 0  Long 1 minute f ine manths

d that you test your account to ensure that

tically test account settings when Next

More Settings ..
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Step-7:

After settings configuration and successful automatic test completion, your outlook configuration will be
done.
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Test Account Settings o — b
Congratulations! All tests completed successfully. Click Close to Stop
continue,

Tasks Errors st your account to ensure that

Tasks Status
\/Log onto incoming mail server (IMAF) Completed
\/Send test e-mail message Completed

count settings when MNext

User Mame: |repor‘t@lged.go\r.bd |

Mail to keep offline: 3 months
Password: )

{
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Remember password

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

More Settings ...
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