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Getting Started

Add a New Email Account in Outlook 2010 or 2013

1 Navigate to your Account Settings:
— Open Outlook 2010 or 2013
- Click the File menu (top left)
- Click +Add Account

Home Send / Receive Folder View

Account Information

Iy hiaiailable. Add an e-mail account to enable additional features
nfo ? I o Add Acceunt I
Open
= Account Settings
Print gl Modify settings for this account and configure additions! connections
Account
Help Settings
2] Options
[ " Mailbox Cleanup
:\.‘Y; Manage the size of your mailbox by emptying Deleted tems and
archiving.
Cleanup
Teols -

2 The Add New Account window will open:

Enter Your Name

Enter Your full E-mail Address

Enter Your Password

additional server types and click Next >

Aulo Account Setup
Dick Next to cannect to the mal server and automaticaly configure your account settings.

Click Manually configure server settings or

e ]

@ E-mail Account
our Mame:
Examplz: My Email
E-mail Address:
Example: myemail@domain.ext
Fassinord:
Retype Password:
Type the password your Intermet seruice orovider has given you,
) Text Messaging (SMS)
I 2 Hanually gs types I
Back I et I Cangel

3 The Add New Account window will change and

require you to Choose Service:
- Select Internet E-mail

— Click Next >

Add New Account

Choose Service

MAP server to send and receive e-mail messages.
() Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mal messages.
(0) Text Messaging (SMS)

Connect to a mobile messaging service.

<Back .[ next> ||

Cancel
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Getting Started

Add a New Email Account in Outlook 2010 or 2013 (cont.)

4 Enter your Internet Email Settings:

Make sure your name and email address are
correctly entered.

Click the Account Type drop-down and select
IMAP

In the Incoming mail server field enter:
mail.homesc.com

In the Outgoing mail server (SMTP) field
enter: smtp.homesc.com

Ensure your full email address (ex: myemail@
homesc.com) is in the User Name box and
enter in your email password.

In the Test Account Settings, check the Test
Account Settings by clicking the Next button
box but don't click Next.

Click More Settings...

—_—
Add New Account

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

User Information Test Account Settings

Your Name: Jane Doe After filing out the information on

this screen, ne
recommend you test your account by dicking the button
£-mal Address: janedoe @domain.net below. (Requires network connection)

Server Information
Test Account Settings ..

Account Type: ™aP =

Incoming mail server: see Instructions

I Test Account Settings by dicking the Next huttnnl

Qutgoing mail server (SMTP): [see instructions
Logon Information

User Name: janedoe@domain.net

password: | seeeseess

(V| Remember password

Require logon using Secure Password Authentication (SPA]
Bl2eakloo 4 =3 More Settings ...

<Back ][ Mext> | [ Coneel |

5 Internet Email Settings continued:

- Make sure that the box for My outgoing server

Click the Outgoing Server tab

(SMTP) requires authentication is checked

— Select the Use same settings as my incoming

mail server field.

Internet E-mail Settings Y
| General I Sent Items I Deleted Items
Outgoing Server |  cCommection |  Advanced

My outgoing server (SMTF) reguires authentication
(@) Use same settings as my incoming mail server

() Log on using
User Mame:
Password:

Remember password
Require Secure Password Authentication (SPA)

[ Ok ] [ Cancel

Click the Advanced tab

Find the Incoming Server (IMAP) drop-down
list and select SSL

Find the Outgoing server (SMTP) drop-down
list and select SSL

Find the Outgoing server (SMTP) field and
enter 465 (you may need to change the
number in this field)

In the Incoming mail field, make sure that 993
is entered for IMAP

Click OK — you will be returned to the previous
window

PAGE 2



ME

TELECOM

Getting Started

Add a New Email Account in Outlook 2010 or 2013 (cont.)

6 Click Next > . 8 Once your account settings are confirmed by the
: system, you are finished! Click Close to exit the
setup window.

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

User Information Test Account Settings

Test Account Settings

Your Name: Jane Doe After filing out the information on this screen, we

recommend you test your account by dicking the button
B o Janedoe@domain.net below. (Requires network connection) Congratulations! Al tests completed successfully. Click Close to continue. Stop
Server Information
Account Type: AP = Close
Incoming mail server: e nstructons Test Account Settings by dicking the Next button
Qutgoing mail server (SMTP): |see instructions Tasks | Errors
Logon Information
Tasks Status

ezl janedoe@domain.net
Password:  [eeeeseeseas \/Log onto incoming mail server (IMAR) Completed

[#] Remember password + 5end test e-mail message Completed
[ Require logon using Secure Password Authentication (SPA) e

| )

Congratulations, your Outlook 2010 or 2013 email

7 The Test Account Settings window will appear .
is now set up!

and it will process the test automatically.

- If you experience an error, double-check all
steps for accuracy, make sure your Internet
connection is active, and try again.
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