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Welcome to Outlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

> Cl]Ck Next if presented W]th the Welcome screen. Let's get started. In the next few steps, we'll add your email account.

< Back

» If no Welcome screen, click File toward the top @ _
left of Outlook pane. Account Information
» Click Add Account Open & Export

Save As

(&,
/Q  Microsoft Exchange

= Add Account @

Save Attachments




Microsoft Outlook Account Setup

» Choose Yes and Click Next

Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

@) Yes
O No

[ < Back | Next > | [ Cancel




Add Account

» Choose Manual Setup and Click Next

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

O E-mail Account

Your Mame;

Example: Ellen &dams
E-mail Address:

Passward:
1

Retype Password:

@ Manual setup or additional server types

< Back \ Cancel




Add Account

» Choose POP or IMAP and click Next

Add Account

Choose Service

(O Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(® POP or IMAP
Connect to a POP or IMAP email account
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Add Account

» Enter your name, email address,
incoming and outgoing server
information, and logon Information.
Your User Name is your entire email
address.

» Choose More Settings...

Add Account

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

User Information

Your Name: :John Doe

Eat S dtess “01@student.aniertech.edu
Server Information

Account Type: | pOP3 v
Incoming mail server: ‘pop.gmail,(om ~

Outgoing mail server (SMTP}: 'smtp.gmail.com

Logon Information
User Name: ‘:01@student.laniertech.edulr‘;
Password: [axnxsnn ]

Remember password

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

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

;;Test Account Settings ...

[~ Automatically test account settings when Next
is clicked

Deliver new messages to:

{® New Outlook Data File
(O Existing Outlook Data File

Browse

$ ’iMore Settings ... k

< Back " Cancel




Internet E-mail Settings

» Click the Outgoing Server tab

POP and IMAP Account Settings

Enter the mail server settings for your account.

Test A

t Settings

You
Emi
Ser
Acg
Inc
Ouj
Log

Use

Pas|

|

Internet E-mail Sefngs

General  Qutgoing Server Advanced

mend that you test your account to ensure that
are correct.

Mail Account

Type the name by which you want to refer to this account. For

example: "Work” or "Microsoft Mail Server”
| @studentlaniertech.edu

Other User Information

Organization:

Reply E-mail:

Cancel

unt Settings ... ‘

pmatically test account settings when Next
icked
W messages to:
Outlook Data File
ting Outlook Data File

Browse

‘ More Settings ... ‘

< Back \ Next >




Internet E-mail Settings

» Check the box next to My outgoing
server (SMTP) requires authentication

» Click the Advanced tab

POP and IMAP Account Settings

Enter the mail server settings for your account.

t Settings

U: i Test A
You Internet E-mail Settings X
Em{ General Outgoing Server Advanced

Ser| |Z My outgoing server (SMTP) requires authentication

Acd @ Use same settings as my incoming mail server

i (O Log on using

Ouy ‘ “
Log 7 Re;mber passwo? A
Usg Require Secure Password Authentication [SPA}

Pas O Log on to incoming mail server before sending mail

O

mend that you test your account to ensure that
are correct,

unt Settings ... ‘

pmatically test account settings when Next
cked

w to:

v Outlook Data File
ting Outlook Data File

Browse

| More Settings ... |




Internet E-mail Settings

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

» Change the Incoming server (POP3): to

Userinformation Jest Account Setﬁngs

99 5 Yoy |nternet E-mail Settings X hend that you test your account to ensure that
are correct.
. Em eneral Outgoing Server Advanced
» Check the box next to: This server | p————— | |
req u‘ res an encrypted con neCtion (SSL) A8 Incoming server (POP3): Use Defaults | pint Seting: - |
. Inc This server requires an encrypted connectioﬁ (SSL) ocr:ea:'ically LEXk Accatmit Settings umels Next
» Change the Outgoing server (SMTP): to oul  Outgoing server (SMTPL: P
465 Log Use the following type of encrypted connection: SSL v s Outlook Data File
Usg Server Timeouts - Eigg’Outlook Data File |
» Change Use the following type of & el - | [BRRs
. elivery
encrypted COn neCUOn : to SSL Leave a copy of messages on the server
[:l [CIiRemove from server after 14 :: days = g
» U nCheCk the bOX neXt to Remove from [CIremove from server when deleted from 'Deleted items’ | More Settings ...
server after 14 days 1 -
| Back Next > il I Cancel |

» Click OK
l [ ok ]| cancel




Add Account

> CliCk NeXt Add Account | ”

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

User Information Test Account Settings
Your Name: [John Doe i We recommend that you test your account to ensure that
; y g the entries are correct.
Email Address: :01@student.laniertech.edu |
Server Information ; |
- Test Account Settings ... |
Account Type: | POP3
Incoming mail server: }'pop.gmail.com ‘ ﬁt.lctlfcrlr(\:‘tjica"y test account settings when Next
Outgoing mail server (SMTP}: "smtp.gmail.com ‘ Deliver new messages to:
Logon Information @ New Outlook Data File
User Name: :01@student.laniertech.edu ‘ O bdsting Outlook Data File
Password: ["nn” ‘ [ Browse
Remember password
D Require logon using Secure Password Authentication
(SPA) ' More Settings ... ‘

< Back E MNext > i’ Cancel




Test Account Settings

» If you get the following message. You are
successful with the configuration.

» Click Close
» Skip to page 14.

» If test fails, continue to next page.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to

~| continue.

Stop

Tasks  Errors

test your account to ensure that

Tasks Status
s/Log onto incoming mail server (POP3) Completed -
s/‘Send test e-mail message Completed —
account settings when Next
3
Logon Information @ New Outlook Data File
User Name: :@student.laniertech.edu O Existing Outlook Data File
Password: [*annxans Browse
Remember password
|:| Require logon using Secure Password Authentication
SPA] 1
(5PA) More Settings ...

[ < Back Next > il

Cancel




Test Account Settings

- Follow the steps below if your test failed.

My Account

Welcome

» If your Test Account Settings failed, you may need to
make a change within the Gmail account settings. R Knnentis

Signing in to Google

» Cancel the test and close the Test Account Settings

Wi n d OW Connected apps & sites

Personal info & privacy

» Log in to your email account by going to
http://student04.student.laniertech.edu/

» Click the Google Apps icon iii toward the top right of
the page

My Account

» Select My Account e Roooutt prdisences
» Click Connected apps & sites under the Sign-in & )

Security area

» Turn on Allow less secure apps
About Google

» Return to Outlook, Click Next. Your test should now be ey
completed successfully. Helpand Feedback

Sign-in & security

Connected apps & sites

Apps connected to your account

Make sure you still use these apps and want to keep them connected
# i0s

MANAGE APPS

Saved passwords

You have no synced passwords

LEARN MORE

Allow less secure apps: ON [

Some non-Google apps and devices use less secure sign-in technology, which
could leave your account vulnerable. You can turn off access for these apps
(which we recommend) or choose to use them despite the risks.


http://student04.student.laniertech.edu/

Test Account Settings

» If you get the following message. You
are successful with the configuration.

» Click Close

Congratulations! All tests completed successfully. Click Close to

| continue,

Stop

Close

Tasks Errors

4

Tasks Status
\/Log onto incoming mail server (POP3) Completed
\/ Send test e-mail message Completed
Logon Information @ Mew Cutlook Data File
User Mame: me@student.laniertech. edu () Existing Qutlook Data File
Passwaord: hkkkkkkE
Remember password

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

1 test your account to ensure that

account settings when Next

More Settings ...



Add Account

» Click Finish

Add Account

You're all set!

We have all the information we need to set up your account.

| Add another account... |

< Back




Welcome to your Student Email

in Outlook

Send / Receive

@ Q N F

=] &t Q| x

New New Meet Schedule = o

Email ltems~ Now Meeting~ &
New WebEx

4 Favorites
Inbox 1
Sent ltems

Deleted ltems 2

@student.laniertech....
Inbox 1
Drafts
Sent ltems
Deleted Items 2
Junk E-mail
Outbox
RSS Feeds

Search Folders

=

A a3 see

Iltems: 1 Unread: 1

Inbox - @student.laniertech.edu - Outlook
Folder View \ Tell me what you want
x 2 Reply ] ? Move to: ?
v S @. Reply All 9-) To Manager
et o~ | .
s £, Forward E@ iE' Team Email
Delete Respond Quick Steps

WS’earch"Current Mailbox (.. R ‘Currentrr‘il;l[box > |

All Unread By Date ¥ Newest ¥
4 Today
Microsoft Outlook
Microsoft OQutlook Test Me... 4:58 PM

This is an e-mail message

- = =
[ Address Book =1
Move = Tags ) i Send/Receive
v v Y Filter Email ~ All Folders
F} Find Send/Receive ~
£ Reply @_ Reply All £} Forward
Microsoft Outlook %1~  453PM
Microsoft Outlook Test Message |,
This is an e-mail message sent
automatically by Microsoft Outlook while
testing the settings for your account.
0 & - i + 100%




