How to Set Up Email for Outlook 2013

Here are some basic instructions on how to set up your email address for CU*Answers
Web Services Email.

Please contact your System/Network Administrator to verify these settings.
1. Open Outlook 2013.

2. Select File from the Ribbon Menu
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Select Account Settings -> Account Settings
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Account Information

(/1 samuel.lechenet@cuanswers.com

L/ Micasoft Bxchange

& Add Account

Account and Social Network Settings

Change settings for this account or set up more
cannections.

Print

B Access this account on the web.

f P al.cubase.org/owa
Setting. ——

ﬂi} Add and remave accounts or ks

change existing connection settings.

o ® Social Network Accounts )
Configure Office to connect to (Qut of Office)
social networks, ify others that you are out of office, on vacation, or

&® Delegate Access -mail messages.

&8 Give others permission to receive
items and respond on your behalf.

Download Address Book...

E@ Download a copy of the Global Ibox by emptying Deleted Items and archiving.
Address Book.

Tk~

s Rules and Alerts

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

’i;‘ Slow and Disabled Add-ins

. Manage add-ins that are affecting your Outlook experience.

Manage Add-
Ins

4. Click the New button under the email tab

Account Settings — - —

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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5. Select Email Account and click Next

Connect to an e-mail account provided by your Internet service provider
(ISP} or your organization.

() Other
Connect to a server type shown below,
Fax Mail Transport

ﬁ\ e | P
6. Select Manual setuE or additional server types and click Next

Auto Account Setup '&

i

N

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

() E-mail Account

Your MName: | ‘

Example: Ellen Adams

E-mail Address; | ‘

Example; ellen@contaso.com

Passuword: | ‘

Retype Password: | ‘

Type the password your Internet service provider has given you,

X
< Back |I MNext > ][ Cancel
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7. Select POP or IMAP and click Next

unt - -

se [
™ ‘ <!

() Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

(71 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

() Other
Connect to a server type that is listed below
Fax Mail Transport

[ < Back |[ Next > ][ Cancel

8. Enter your account information as detailed below

Add Account r F - » .

POP and IMAP Account Settings T>I§

Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: |‘FDUR FULL MWAME | We recommend that you test your account to ensure that
i the entries are correct.
| Email Address: \YOURBEMAIL.COM |
Server Information
| E“ [ Test Account Settings ..
Account Type: POP3
; ; W | Automatically test account settings when Next
Incoming mail server: |mai|.]rourdomair1.com | e dlieked ly = g L
Outgoing mail server [SMTF}: |mai|,,w,domam,mm | Deliver new messages to:
Logon Information (@ Mew Outlook Data File
User Name: |‘FDUR@ EMAIL.COM | () Existing Outlook Data File
Passwaord: |W | | | m}
1 Remember password

Reguire logon using Secure Password Authentication

(SPA) More Settings ...
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10.

11.
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Your Name: Your full name goes here

Email Address: Your full email address goes here
Account Type: Leave at POP3

Incoming Mail Server: mail.yourdomain.com (replace yourdomain.com with your actual
website domain)

Outgoing Mail Server: mail.yourdomain.com (replace yourdomain.com with your actual
website domain)

Username: Your full email address goes here

Password: Your password goes here

Make sure to check the box labelled “Remember Password”

Click “More Settings...”
Select the Outgoing Server tab and check “My outgoing server (SMTP) requires

Authentication.
- ]
Internet E-mail Settings )
g ——
| - Cutgoing Server | Advanced
| | Iy qutqaing server (SMTF| requires authentication:
@ Use same settings as my incoming mail server
() Log on using
User Mame: I I
i i
Password: I I
! Eemember password i
| |:| Reguire Secure Password Authentication [SPA) |
(| () Log onto jncoming mail server before sending mail
)
| |
[ ok [ cance
=
Click OK



12. Verify you have the correct settings and do a test by pressing “Test Account Settings”

r

Add Account

F - - -

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

User Information

Your Mame: |¥OUR FLULL NAME |
Email Address: 'YOUR@EMAIL.COM |
Server Information

Account Type: | POF3 E“
Incoming mail server: |mai|.y0urdomain.com |

Qutgoing mail server (SMTP): |mai|.yourdomain.com |

Logon Information
User Name: [YOUR@EMAIL.COM |
Password: |****m******ﬂ1 |

Bemember password

Reguire logon using Secure Password Authentication
[5PA)

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 MNext
is clicked

Deliver new messages to:

(@ Mew Cutlook Data File
() Existing Outlook Data File

| | Browse

More Settings ...

[ « Back l[ Next = ][ Cancel l

13. Your account should pass the test settings if you entered the information correctly.
14. Click “Next” and Setup is complete
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If you can receive but not send, try the following:

In the advanced tab, set the Outgoing server (SMTP) to 465 and select SSL for the type of

encrypted connection. Like this:

| General I Qutgoing 5enrer| Advanced |

Note: If you configure your computer and can receive email but can’t send email, you may
need to set additional advanced settings. This may happen if you're using a laptop outside of
your office. Some Internet Service Providers (ISP) block the default port for sending email.

Server Port Mumbers

Incoming server [POP3): 110 Use Defaults

This sefver requires an encrypted connection [55L1)
Dutgoing server (SMTP: | 485

Use the following type of encrypted connection: | 35L IE'

Server Timeouts
Short ~ ) Long 1 minute

Delivery

I__e-a'.rea copy of messages on the server

Eemove from server after 14 El days

Eemove from server when deleted from 'Deleted Items’

| ok || cance

When finished, click on OK to save the settings. Then follow the normal procedure to

complete a change to your email settings.
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