University of Management and Technology
Step-by-Step Guide for UMT E-mail on Microsoft Outlook

How to configure Email Account on Microsoft Outlook

1. Open Microsoft Outlook Click on Start, Click on Programs, Click on Microsoft Outlook and click on Microsoft
Micrasaft Office Cutlook 2007

Office Outlook 2007.
2. On the next screen select check box stating Manually configure server settings or additional server types and
click Next.
3. Select radio button stating Internet E-mail and click on Next.

.A start Wizard will pop up click on Next.

4. Fill the information as instructed

a. Your Name: <Your Complete Name>

b. Email Address: <Complete Email Address provided by OTS department>

c. Account type: Pop3

d. Incoming mail Server : pop.gmail.com

e. OutgoingMail Server (SMTP): smtp.gmail.com

f. Username: <Complete e-mail address provided by OTS department >

g. Password: <Password for e-mail address provided by OTS department >

Select check box Remember Password and click on More Settings.

5. Ingeneral tab Fill in the Organization name. <University of Management and Technology>
6. Select The Outgoing Server tab and select text box stating My outgoing server (SMTP) requires authentication.
7. Select Advance tab and fill in the required information as follows
a. Incoming server (POP3): 995
b. Outgoing server (SMTP): 587
8. Select check box “This server requires an encrypted connection”and from the drop down stating “Use the
following type of encrypted connection”choose “TLS”. Select check box stating Leave a copy of messages on
server. Click on OK button.
9. Click on Finish.
10. For additional accounts in Outlook click on Tools and select Account Settings.
11. Click on New.
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Step 1.0pen Microsoft Outlook Click on Start, Click on Programs, Click on Microsoft
Outlook and click on Microsoft Office Outlook 2007.

. A start Wizard will pop up click on Next.

Outlook 2007 Startup [ =

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

L

< Back q Mext = 3 cancel

Step 2. On the next screen select check box stating Manually configure server
settings or additional server types and click Next.

Add New E-mail Account u

Auto Account Setup

Your Name:

Example: Barbara Sankowic

E-mail Address:

Example: barbara@contoso. com

Password:
Retype Password:

Type the password your Internet service provider has given you,

| bnually configure server settings or additional server types

[ < Back ( Mext = ]}[ Cancel
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Step 3. Select radio button stating Internet E-mail and click on Next.

Add Mew E-mail Account

=

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

) Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

) other

Connect to a server type shown below.

Fax Mail Transport

Outlook Maobile Service (Text Messaging)

< Back ( Mext = _) [ Cancel

Step 4. Fill the information as instructed. Select check box Remember Password and click on More Settings.

Change Account

23

Internet E-mail Settings

User Information

Your Name:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Outgeing mail server (SMTF):
Logon Information

Liser Mame:

Password:

Test Account

test@umt.edu.pk

POP3
pop.gmail. com

smtp.amail,com

test@umt.edu.pk

Remember password

<=
-

<l
-

<=
<

[] Require logon using Secure Password Authentication (SPA)

Each of these settings are required to get your e-mail account warking.

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below, (Requires network connection)

[ Test Account Settings ... ]

Test Account Settings by dicking the Next button

1- More Settings ... B

)
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Step 5. In general tab Fill in the Organization name.
<University of Management and Technology>

Step 6. Select The Outgoing Server tab and select text box
stating My outgoing server (SMTP) requires
authentication. Select Advance tab.

Internet E-mail Settings

=

e

Internet E-mail Settings

General l@thg:zing Serverd Connection | Advanced

Mail Account

Type the name by which you want to refer to this account, For
example: "Work” or "Microsoft Mail Server”

test@umt.edu.pk
i | Other User Information
i | <¢Grganizationt University of Management and Technology|

I Reply E-mail:

General | Outgoing Server |Cnnnecﬁnn‘ Advange-a:p

My butgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

) Log on using
| |
| Remember password
| Require Secure Password Authentication (SPA)
| ) Log on to incoming mail server before sending mail

K ] [ Cancel

)

Ok ] l Cancel
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Step 7. Select check box stating This server requires an encrypted connectionand from the
drop down stating Use the following type of encrypted connectionchoose TLS. Select
check box stating Leave a copy of messages on server. Click on OK button

| General I QOutgoing Server I Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): lUse Defaults
‘; 5 server reguires an encrypted connection (S5L)

Qutgoing server (SMTP):
lUse the following type of encrypted mnnecﬁnn@

Server Timeouts
Short - ) Long 10 minutes

Delivery

bave a copy of messages on the server

[ remove from server after 14 ~| days
[T remove from server when deleted from 'Deleted Items'

q QK b Cancel

Step 8. Click on Finish.

Outlook 2007 Startup [ X ]

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

>

L

< Back q MNext = 3 Ccancel

Office of Technology Support




University of Management and Technology
Step-by-Step Guide for UMT E-mail on Microsoft Outlook

Step 9. If you want another Account to add GoTo

Tools tab

_]nhmc - Microsoft

File Edit View Qﬂc Tools bﬂcticms MOD32  Hely

yiNew - | 3 X
viail

‘avorite Folders
L:] Inbox (5)
O Unregd Mail
L= Sent ltems

Aail Folders
7] All Mail Items

F | @ Personal Folders
fa] Deleted ftems
L4 Drafts
[} Inbox (5)
1 Junk E-mail
L= Outbox
L) RSS Feeds
L= sent Items

T T R S Uy T [, —

Step 10. In Account Settings option click New and repeat the
previous whole cycle.

Account Settings

Send/Receive
Instant Search
[ Address Book... Ctrl+Shil
% Organize
Rules and Alerts...
Mailbox Cleanup...
a) Empty "Deleted ftems” Folde
Forms
Macro

€__ Account Settings...

Trust Center...

Customize...

Dptions...

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

E-mail | Data Files I RS5 Feeds I SharePoint Lists | Internet Calendars I Published Calendars | Address Bc

o MNew...) ¥ Repair... & Change... W Remove
MName Type
test@umt. edu.pk POP/SMTP (send from this account by default) «

Selected e-mail account delivers new e-mail messages to the following location:

Change Folder | Personal Folders\Inbox

in data file C:\Users'6 169\AppDataiLocalMicrosoft\Outlook \Outlook. pst
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