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This guide will help you fix errors in the setup of an email account in Outlook 2013 or
2016

Check existing account settings

1. Launch Outlook and select File on the top left menu bar

Account Settings

2. Select Info then Account Settings and then click on Account Settings...

©

Account Information

Open & Export

Save As

=
=0 IMAP/SMTP
== Add Account

Print

5

Account and Social Network Settings

Change settings for this account or set up more connections.

Office Account Acc‘ount Connect to social networks.

Settings ~
Options
it = Mailbox Cleanup

= Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup
Tools ~

Select your email account

3. Select the relevant account and click the Change button within the Email tab
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Account Settings | X

E-mail Accounts

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

E-mail |Data Filesl RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

ﬁ New... # Repair.{ /% Change..) @ ot 2 Default 3 Remove & #

Name Type
& name@example.com IMAP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

name@example.com\nbox

in data file C\Users\User\AppData\..\Microsoft\Outlook\.

Close

Check your account settings

4. Ensure that the information is correct as below — replacing with your own name
and domain

Account Type can be POP or IMAP

Incoming mail server starts with mail. followed by the domain name
Outgoing mail server starts with smtp. followed by the domain name

User Name is the full email address

Password is correct

Require logon using SPA is not ticked

5. Click More Settings
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Repair Account ‘ X |

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

User Information

Your Name: Name Surname
Email Address:
name@example.com Mail to keep offline:  All
Server Information ' 3
Account Type: IMAP v
Incoming mail server: mail.example.com

Outgoing mail server (SMTP):  |smtp.example.com

Logon Information

User Name: name@example.com
rrEETE ES——
Remember password

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

More Settings ...

<Back | Net> | cancel |

Check outgoing Server settings

6. Select the Outgoing Server tab.

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

o Use same settings as my incoming mail server is selected


https://hetzner.co.za/help-centre/wp-content/uploads/sites/5/2015/11/outlook2013-account-settings-2.png

Internet E-mail Settings | £ |

General [[Cutgoing Server JAdvanced
__F

My outgoing server (SMTP) requires authentication

(@) Use same settings as my incoming mail server
(") Log on using

Uzer Mame:

Password:

Remember password

Require Secure Password Authentication (SPA)

‘ QK ‘ ‘ Cancel

Check Advanced settings

7. Select the Advanced tab and ensure that your settings are as below for either
IMAP or POP:

IMAP port settings

e Incoming server is 143, outgoing server is 587
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Encrypted connection is none

-

Internet E-mail Settings | X
General | Outgoing Sewe‘ Advanced ’
Server Port Numbers
(Incnming server (IMAP): 143 Use Defaults h
Use the following type of encrypted connection: |None E
QOutgoing server (SMTP): 587
\ Use the following type of encrypted connection: |None @
Server Timeouts
Short ™' Long 1 minute
Folders

Root folder path:

Sent Items

|:| Do not save copies of sent items

Deleted Iterms

|| 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

QK ‘ ‘ Cancel

POP port settings

Incoming server is 110, outgoing server is 587

Encrypted connection is none
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Internet E-mail Settings

General | Outgoing Sew{ Advanced j

Server Port Mumbers

Incoming server (POP3): 110 ‘ Use Defaults

|:| This server requires an encrypted connection (S5L)
Qutgoing server (SMTP): 587

Use the following type of encrypted connection: |None

\.

Server Timeouts

Short ™' Long 1 minute

Delivery
Leave a copy of messages on the server
Remove from server after 14 %] days

|:| Remove from server when deleted from 'Deleted Items’

Cancel

8. Click OK and then Next.

Test Account Settings

9. Let the test complete and then click Close.
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Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Tasks  |Errors

Tasks Status
v Log onto incoming mail server (IMAP) Completed
v’ Send test e-mail message Completed

Complete Setup

Your account is now setup correctly, click Finish.
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