
Configuring your email for Outlook. 
 

1. Open Microsoft Outlook. 

 

2. Click on ‘Tools’, and then click on ‘E-mail Accounts’ near the bottom of the 

drop down. 

 

 
 

 

3. In the new window that opens, click on ‘Add a new e-mail account’ and then 

click on the ‘Next >’ button. 

 

 
 

 

 



4. Click on the ‘POP3’ radio button to enable it, then click on the ‘Next >’ 

button. 

 

 
 

5. Click on the ‘Your Name:’ text box and type in your name.  Either press the 

tab key, or click on the text box for ‘E-mail Address:’ and type in your email 

address that you have been provided with.  Proceed to the Incoming and 

Outgoing mail servers and type in the mail server address into the two text 

boxes.  Next type your full email address and password into the Logon 

Information section, ensuring that the ‘Remember password’ box is ticked.  

Click on the ‘More Settings…’ button. 

 

 
 

 



6. In the General tab, type into the top box a name you wish this account to be 

called, e.g. Accounts Email.  Next you can type in an Organisation, although 

this is optional.  Lastly type in your email address into the reply box.  Then 

Click on the ‘Outgoing Server’ tab. 

 

 
 

 

 

7. On this section, simply click on the tick box, as show in the below, to enable 

email send authentication.  Click on the ‘Advanced’ tab to proceed. 

 

 
 

 



8. On this tab, click and hold on the Server Timeout slider and move it to the 

right until the time shows 2 minutes.  Click on the ‘OK’ button to save your 

changes. 

 

 
 

 

9. You will now be back at the ‘Accounts’ page.  Click on ‘Next >’ button to 

complete the configuration.  You will now be shown the Congratulations page, 

showing that the email account has been configured.  Click on the ‘Finish’ 

button to close this page and return to the main Outlook page. 

 

 
 

 

10. Your email account is now configured and is ready for use. 


