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How to access your student email using Windows Mail
 

1. Open Outlook and click ‘File’   (If this is your first time adding an account you are adding to Outlook, you can skip 
to Step 3) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  Select ‘Add Account’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Click the ‘Manual Setup’ selection and then click ‘Next’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.  Select ‘Pop or IMAP’ and then click ‘Next’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5.  Fill in the IMAP settings as shown below. Use your FULL Student Email address for the login. When you are 
finished, click ‘More Settings’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.  Under the ‘Outgoing Server’ tab of the settings page, make the selections shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7.  On the ‘Advanced Server’ tab of the settings page, change the settings under ‘Server Port Numbers’ (highlighted) 
to those shown below, selecting SSL from both drop-down boxes and then putting 993 and 465 in the correct boxes. 
Click ‘OK’ to close the settings page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Click ‘Next.’  Outlook will then test the settings you’ve entered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Final:  If you receive an error message, you’ll need to go back and check that the settings all match what is shown in 
the above pictures. If the test is successful, you’ll see a final screen with the triumphant message, “You’re all set!” 
and you can click ‘Finish’ to go to your inbox. 


