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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)
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2. Select ‘Add Account’
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Account Settings

Change settings for this account or set up more connections.

Account
Settings ~
= Mailbox Cleanup
= Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Tools ¥
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=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.
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3. Click the ‘Manual Setup’ selection and then click ‘Next’

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types,

() E-mail Account

Your Mame:

Ezample: Eller Adams

E-mail Address:

Example; ellen@contoso.com

Password:
Retype Password: |

Type the password your Internet service provider has given you,

@ Manual setup or additional server types

< Batk Mext =

Cancel

4. Select ‘Pop or IMAP’ and then click ‘Next’

Add Account

Choose Service

O Qutlook.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

< Back Mext =

Cancel




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’

Add Account X

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

User Information Test Account Settings

Your Name: student We recommend that you test your account to ensure that
: the entries are correct,

Email Address: student@student.egcc.edu

Server Information

Account Type: IMAP

Incoming mail server: imap.gmail.com

Test Account Settings ...

Automatically test account settings when Next
is clicked

Outgoing mail server (SMTFl:  smtp,gmail.com
Logon Information
User Name: student@student.egcc.edu
Mail to keep offline: All
Password: | '
Remember password
D Require logon using Secure Password Authentication

[SPA]
GRAl Maore Settings ...

< Back Cancel

6. Under the ‘Outgoing Server’ tab of the settings page, make the selections shown below:

Internet E-mail Settings bt

General OQutgoing Server  Advanced

My outgoing server [SMTF) requires authentication
@ Use same settings as my incoming mail server

() Log on using

Remember password
Require Secure Password Authentication [SPA)

Cancel




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.

Internet E-mail Settings .

General Outgoing Server Advanced

Server Port Mumbers -

Incoming server [IMAP): Use Defaults

Use the following type of encrypted connedtion: | 550 w
Cutgoing server [SMTP):
Use the following type of encrypted connection: | 550 e

Server Timeouts
Short L ] Long 1 minute
Faolders -

Root folder path:

Sent [tems
I:‘ Do not save copies of sent items
Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

Cancel

8. Click ‘Next.” Outlook will then test the settings you’ve entered.

Add Account X

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

User Information Test Account Settings

Your Name: Student ‘We recommend that you test your account to ensure that
: the entries are correct.
Email Address: student@student.egec.edu

Server Information

Account Type: IMAP

Incoming mail server: imap.gmail.com

Test Account Settings ..

Automatically test account settings when Mext
is clicked

Outgoing mail server (SMTF):  smitp, gmail.com
Logon Information

User Name: student@student.egcc.edu
Mail to keep offline: All
Password: | '

Remember password

|:| Require logon using Secure Password Authentication
(]

ore Settings ...

<« Back Cancel

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.



