Microsoft Office Outlook

‘ Guide for Outlook 2010,2013,2016,2019,2022 & Office 365

Outlook 2010/2013/2016 - Standard E-Mall

©
Account Information

Open & Export

Save As =% IMAP/SMTP

& Add Account

Print I ettin as
'."‘ﬁ' Change settings for this account of set up more connections.
Account
Oifice Aocount Settimgs -
R (= Mailbox Cleanup
Exit —F Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Tools =
a Rules and Alerts

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

Figure 2 Microsoft Outlook account settings (File Menu)


https://wiki.rackcorp.com/uploads/images/gallery/2022-06/3MNewn5BIsb6Hzmm-image-1656322814985.png

fuzite Aceound Satup
fngiock can petomatically configure many emal accousts,

(0 E-madl Account

Your Mame: dngl Fodary
Exarple: Eben Adems

E-madl Addrgss: domdamshardware.com
Example; elenBooniong oom

Paggward: Frmem—

Ritype Paigwond |~
Type th password your et DENAOR Provader Bas green you.

. Manal setap of additional server Type

e

Figure 3 Microsoft Outlook Add Account - Auto Setup

Wirdomn Srcurty o |
Microsoft Outlock

Connecting to domidomshardwarne.oom

Figure 4 Enter your account password here if prompted during the auto setup process enter it. If
you are also prompted to allow server settings, press allow

Comgrebdatimns

Chaligpriag

Ouficot & menpisteg e wiep for your oownd. Tha meght sk wrersl memude
IRt Pl | el
T P EOr R a—————
o Rogges oo b B mud Leres

Lot mulsiond Was tondl SCouM mid te iy onfigured Bed A ey B0 wlE

] hamge sccoend et ) el e

Figure 5 Microsoft Outlook auto account setup successful notfication
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Figure 6 settings for your newly added account are available from the File menu in Microsoft
Outlook and selecting the appropriate account from the drop down

Outlook 2019/0Outlook 365 - Standard Emaill

The setup screens for both these versions vary to other versions of versions of Outlook so verbal
setup instructions will not be fully applicable.
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Figure 7 Microsoft Outlook account settings (File Menu)
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Figure 8 enter your email address in the Outlook welcome screen and tick manual setup
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Figure 9 Choose from IMAP or POP email accounts. IMAP is recommended.
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Figure 10 complete the email settings as illustrated, incoming and outgoing mail servers,
encryption and ports

If you are using our Mongolian servers, please use mail.mn.rackcorp.com as the mail server.
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Figure 11 complete the password for your email account
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Figure 12 Outlook welcome process is a success message. There is a optional link selected by
default that leads to a webpage describing how to install Outlook for mobile.

Outlook 2019/0Outlook 365 - Hosted Exchange
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Fig 14. Choose EXCHANGE from the email selection
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Fig 16. enter your exchange password. Selecting Remeber my Password is optional.
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Fig 17. If your password is correct you will be presented with options. The defaults are sufficient.
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Fig 18. Final Notice of Successful Addition of account
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