This guide will help you fix errors in the setup of an email account in Outlook 2010

Check existing account settings

1. Launch Outlook 2010 an select File from the top menu bar

2. Select Info and Account Settings
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Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted tems and
archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
removed.

Select the relevant account

3. Select the relevant account and click the Change button within the Email tab
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E-mail Accounts

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

E-mail |Da13 Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books
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Mame Type
name{@example.com POPISMTP (send from this account by default)

Check your settings

4. Ensure that your settings are correct as below — replacing with your own name

and domain.

Choose POP or IMAP under Account Type

Ensure that the User Name is the full email address

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

User Information Test Account Settings
Your Name: |Yuur MName | After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: |inFo Bexample.com | below. (Reguires network connection)
Server Information
| Test Account Settings ... |
Account Type: |1MAp E”

e |mail.examp|e.com | Test Account Settings by didking the Mext button

Outgaing mail server (SMTP): |5rr|tp.example.com |

Logon Information
User Mame: |inﬁ; @example. com |

Password: | e |

Remember password

Require logon using Secure Password Authentication (SPA)
More Settings ...

< Back ][ MNext = ][ Cancel ]

5. Click More Settings

Outgoing Server settings

6. Select the Outgoing Server tab

7. Ensure that the My outgoing server (SMTP) requires
authentication checkbox is ticked

8. Ensure that you have selected Use same settings as my incoming mail

server
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Advanced settings

9. Select the Advanced tab

10. Ensure that your settings are as below for either POP or IMAP:

POP port settings

Default setup: incoming 110, outgoing 587

If SSL is required: incoming 995, Outgoing 465
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Internet E-mail Settings X

General Outgoing Server Connectio

Server Port Numbers

Incoming server (POP3): ‘U_se_l;)_ef_agl_lsj
[[] this server requires an encrypted connection (SSL)

Outgoing server (SMTP):

Use the following type of encrypted connection: ]None [_7_] }
Server Timeouts
Short @ Long 1minute
Delivery
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Remove from server after | 14 L
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IMAP port settings

Default setup: incoming 143, outgoing 587

If SSL is required: incoming 993, outgoing 465
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11. Click OK, then Next and Finish.

12. Click Close on the Internet Accounts window.
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