Go to File > Account settings > Account Settings

Inbox - tech@cita.com.au - Outlook

Account Information

Open & Export

1 tech@cita.com.au
=
Semoie POP/SMTP

4 Add Account

F‘ Account and Social Network Settings
CEe ]

Change settings for this account or set up mare connections.

szl Connect to sacial networks.
Settings
Office Account
o = Mailbox Cleanup
tions =
2 = Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Exit Toals -
a Rules and Alerts
k! Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or remaoved.
& Alerts

Choose ‘New’ (or ‘Change’ if updating from non-secure settings) Choose POP and manual

Account Settings d

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RS5Feeds SharePaint Lists Internet Calendars Published Calendars Address Books

(o) Mew... 3 Repair.. P Change.. @@ setssDefault ¢ Remove &

Mame Type
l@tl&tch@cita.com.au POR/SMTP [send from this account by default}

Selected account delivers new messages to the following location:

Change Folder | tech@cita.com.au\inbox
in data file ChUsers\Tech\Documents'Outlook Files\tech@cita.com.au.pst

Close




Enter the settings as shown below, be sure to add the email account in the username field and
password at the bottom

Change Account X

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

User Information Test Account Settings

Your Name: tech We recommend that you test your account to ensure that
. the entries are correct.
Email Address: tech@cita.com.au

Server Information

Test Account Settings ...
Account Type: POP3

. . | Automatically test account settings when MNext
Incoming mail server: secure.ourhost.com.au - ; d g
is clicked

Outgoing mail server (SMTP) | sacyre, gurhost.com.au
Logon Information
User Name: tech@cita.com.au
Password: Ekdk

Remember password
|:| Require logon using Secure Password Authentication

SPA)
5P Mare Settings ..

< Badk Cancel

Click on ‘More Settings’ bottom right

y Internet E-mail Settings X

W General Qutgoing Server  Advanced

f Mail Account |

|

ks Type the name by which you want to refer to this account. For I
example: "Work™ or "Microsoft Mail Server’ |

5 tech@cita.com.au I

9 Other User Information

! Organization:

" Reply E-mail:

Cancel




Choose the ‘Outgoing Server’ tab and tick the boxes as shown below:

Internet E-mail Settings >

General ©Qutgoing Server  Advanced

My outgoing server [SMTP} requires authentication
@ Use same settings as my incoming mail server
O Log on using

Remember password
Require Secure Password Authentication (SPA)

O Log on to incoming mail server before sending mail

Next, choose the ‘Advanced’ tab and enter the settings as shown below:

—— re b nang
| I
i General Outgoing Server Advanced

1 Server Port Numbers

Incoming server (POP3): Use Defaults

! This server requires an encrypted connection (55L) i
i Outgoing server [SMTF):
i Use the following type of encrypted connection: | 550 w
: Server Timeouts
Short W@ Lang 1 minute
Delivery

Leave a copy of messages on the server
! Remove from server after [ 14 |2 days

|:| Remaove fram server when deleted from 'Deleted Items’

QK Cancel

Click ‘OK’ and click ‘Next’ on the account settings window to save the settings.



