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Open Outlook

 Click Next if presented with the Welcome screen.

 If no Welcome screen, click File toward the top 

left of Outlook pane.

 Click Add Account
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Microsoft Outlook Account Setup

 Choose Yes and Click Next
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Add Account

 Choose Manual Setup and Click Next
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Add Account

 Choose POP or IMAP and click Next
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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…
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Internet E-mail Settings

 Click the Outgoing Server tab
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Internet E-mail Settings

 Check the box next to My outgoing 

server (SMTP) requires authentication

 Click the Advanced tab
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Internet E-mail Settings

 Change the Incoming server (POP3): to 

995

 Check the box next to: This server 

requires an encrypted connection (SSL)

 Change the Outgoing server (SMTP): to 

465

 Change Use the following type of 

encrypted connection: to SSL

 Uncheck the box next to Remove from 

server after 14 days

 Click OK
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Add Account

 Click Next
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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.
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Test Account Settings

- Follow the steps below if your test failed.

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

 Cancel the test and close the Test Account Settings 
window

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

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

 Select My Account

 Click Connected apps & sites under the Sign-in & 
Security area

 Turn on Allow less secure apps

 Return to Outlook, Click Next.  Your test should now be 
completed successfully.
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Test Account Settings

 If you get the following message. You 

are successful with the configuration.

 Click Close

13



Add Account

 Click Finish
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Welcome to your Student Email

in Outlook
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