How to Setup Outlook using POP3

1. Search for Control Panel in your search area in the TASK BAR,
and click to open Control Panel
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2. The following control panel windows open with a SEARCH box on
the right top corner

1 Control Panel

- v A > Control Panel » v B

Adjust your computer’s settings View by:  Category ¥ V

System and Security = User Accounts
Save backup copie i files with File History >
Backup and Restore (Windows 7) e

¢ ¥ Network and Internet
View network status and tasks
/ Hardware and Sound

ﬁ‘ View devices and printers
Add 2 device

Adjust commonly used mobility settings

& Appearance and Personalization

" Clock and Region

Change date, time, or number formats.
Ease of Access

Let Windows suggest settings
Optimize visual display
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3. Type “mai
Mail button

in the task bar and you will get a Microsoft Outlook

H mail - Control Panel

« v » Control Panel » v O | mail
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4.Click on the Mail button and Mail setup Windows open, click on Email
Accounts

- v 4 » Control Panel

4& Mail (Microsoft Outlook)

BSEEFCI’I Windows Help and Support for "mail”

(B Mail Setup - Support X

Email Accounts -

£ Setup email accounts and directories.
=

|
Data Files

Email Accounts,.,

# Change sgttings faor the files Cutlook uses to Data Files:,
ﬁg store email messages and documents. - -

Profiles -

Setup multiple profites of email accounts and Show Profiles
data files. Typically, you only need one.

Close




5. Email Accounts Window opens and click “New” to add a new
email account

_i"I: Mail (Microsoft Outlook)

o Search Windows H (® Account Settings %
Email Accounts
You can add or remove an account, You can select an account and change its settings,
Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

__"- Mew.., %Repair... iif?Change... @-:’-»‘.-‘.:---_’-wf'-'-:.!: XRemove * &

MName Type

Selected account delivers new messages to the following location:

support@routedge.ga\inbox
in data file Ch\Users\JAMES\...\Outlook\support@routedge.ga - Support.ost

Close




6.Auto account setup windows opens and choose the down below

option, Manual Setup

" Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ Email Account
Your Mame:

Example: Ellen Adams

Email Address:

Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet servi
I:D Manual setup or additional server types /

provider has given you.

Cancel

Help




7.This Window please choose POP or IMAP option and click Next

N Add Account oo

Choose Your Account Type

() Microsoft 365
Automatic setup for Microsoft 365 accounts

(®) POP or IMAP
Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
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8. Please fill your email id and password details in the Account
settings page

Incoming and outgoing mail server will be — w3icloud.com

** Try to copy and paste your passwords without any empty space on left and right side and all
Capital Small letters really matter here.

-'__ﬁ Add Account >

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

User Information Test Account Settings

Your Mame: My name/Company name We recommend that you test your account to ensure that
: 5 : the entries are carrect,

Email Address: myname@domain.qa

Server Information
Test Account Settings ..
Account Type: POIP3
Automatically test account settings when Mext

Incoming mail server i S
g wiicloud.com i elicked

Cutgoing mail server (SMTPE | w3icloud.com Defiver new messages to:

Logon Information @ Mew Outlook Data File

User Mame: myname@domain.ga DExisting Qutlook Data File

Password: A RE AR AR AR Browse

€ (K <&&S

[+] Remember passwaord

|:| Require logon using Secure Password Authentication
SR
(5PAl More Settings ...
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9. Click on More Settings, skip General section as it is

Email Accounts
You can add or remove an account, You can select an account and change its settings,

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

D -

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

Use [ Internet Ermail Settings * Settings

Yo  seneral Outgoing Server  Advanced nd that you test your account to ensure that

e correct,

EM  mail Account
Ser Type the name by which you want to refer to this account, For k

example: "Work” or "Microsoft Mail Server it Settings ...
A

« myname@domain.qa
o atically test account settings when Mext
Other User Information ed

e Organization; pessages to:
Log Reply Email: utlook Data File
Use g Outlook Data File
Pas| Brow

More Settings ...
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10. Tick to select Outgoing Server section as

My Outgoing Server SMTP requires Authentication,

This is most important for sending emails

POP and IMAP Account Settings

Enter the mail server settings for your account.

(B Account Sett
Email Accounts
You can add or remove an account. You can select an account and change its settings.
Email  Data Files RSS Feeds SharePoint Lists  Internet Calendars Published Calendars

Address Books

Use

You

Em

Log
Use

Pas

A Internet Email Settings

Outgoing Server  Advanced

Iy out@oing server [SMTP) requires authentication

@ Usegame settings as my incoming mail server

Remember passwaord

Reguire Secure Password Authentication {SPA)

'j Log on to incoming mail server before sending mail

Cancel

Settings

nd that you test your account to ensure that
e correct.

it Settings ...

iatically test account settings when Mext
ed

nessages to:

utlook Data File

g Cutlook Data File

More Settings ...
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11. CI

ick Advanced

Make sure that all settings as below for secured email sending, then
click “OK”

Email Ac

counts

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

Email Diata Files RS55 Feeds SharePoint Lists  Internet Calendars Published Calendars Address Books
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'@“: POP and IMAF Account Settings

Enter the mail server settings for your account.

User inf atinn Test Arcount Settings
You '-i Internet Email Settings X nd that you test your account to ensure that
e correct,
EM{ General Outgoing Server Advanced
L Sern  Server Port Mumbers - -
- : ettings ..
ey P Incoming server (POP3): | 995 Use Defaults I
i tically test account settings when Mext
Ing This server requires an encrypted connedtion [S5L/TLS) i ¥ g
(11} Cutgoing server (SMTF) nessages to
Lod Use the following type of encrypted connection: | utiook Data File
Usd Server Timeouts - g Outlook Data File
Pas Short W Long 1 minute I Browwse
Delivery -
|
Leave a copy of messages on the server
L] Remove from server after |44 |2 days _ _
|:| Remove from server when deleted from 'Deleted ltems’ More Settings ...
Mext = Cancel Help

Cancel




12. Click “Next” to verify settings

Email Accounts

Email

Data Files RS5 Feeds SharePoint Lists [nternet Calendars

AT = - =

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

Published Calendars Address Books
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8 =

Sele

:i Add Account

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

User Information

Your Name: Support

Email Address: support@routadge, com
Server Information

Account Type: POIE3

Incoming mail server: w?.-icloud.ccum

Outgoing mail server (SMTFE | w3icloud.com

Logon Information
User Name: support@routedge.com

Password: xxxxxxn|
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
CJ Existing Outlook Data File

Browse

More Settings ...
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13. If you are getting a Completed Status like below then all well and
you can add more email-id’s same way.

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

Email Drata Files RS5 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

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

User Information Test Account Settings
Test Account Settings est your account to ensure that
Congratulations! All tests completed successfully, Click Close to Stop
continue, I
ks |
Tasks Errors lccount settings when Mext
Status
Completed File
Completed .
ata File

|:| Require logon using Secure Password Authentication
PR . )
SPA) More Settings ...
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