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Adding a POP3 or IMAP email
account to Microsoft Outlook
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You will now have access to the traditional Outlook add email
screen.

Fill in the boxes and choose “Manual setup or additional
server types”
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@ Auto Account Setup
COutlook can automatically configure many email accounts.

© Email Account
Your Name:

Example: Ellen Adams

g Email Address:

Sale Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

ll:l Manual setup or additional server types
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Choose POP or IMAP then click “Next”
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@ Choose Your Account Type

() Microsoft 365
Automatic setup for Microsoft 385 accounts

Seld O POP or IMAP
Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync
Advanced setup for services that use Exchange AdctiveSync
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Add your configuration details and then click

Cancel

“Next”.
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@ POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: ‘We recommend that you test your account to ensure that
the entries are correct,
Email Address: |

Server Information
Test Account Settings ..
Account Type: POP3
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