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I. CONFIGURING YOUR MS OUTLOOK WITH WEBMAIL
1. Preliminary Necessities
To configure your MS Outlook application, you would need the following details:
¢ Incoming and outgoing server settings of your web-mailer which includes the
server names and server port numbers
e Your Email ID and password of the email ID that needs to be configured on
Outlook
e It is preferred to use IMAP over POP3 as IMAP is preferred when multiple
devices would be used to sign in the same email account as changes get
reflected across all devices. This configuration guide uses IMAP as an example
and the same is the process for POP3 settings (change in server settings in
POP3).
2. Configuring MS Outlook
Open the MS Outlook Application (this guide shows the screenshots of Outlook 2013).

i.  Open the File tab of the Application to view the Account Settings. The screenshot
of the same is as follows:



ii.

Info

Open & Export

Office Account

Options

Exit

Email Configuration Guide

Inbox - Outlook Data File - Microsoft Outlook

Account Information

= salesi@kizmo.com.au
El iMap/smMTP

= Add Account

’—E‘E Account and Social Network Settings
&

Change settings for this account or set up more connections.
Connect to social networks.

® Account Settings...
.'Q' Add and remove accounts or

change existing connection settings. tying Deleted Items and archiving.
o ® Social Network Accounts
L
& ; ,
wd Configure Office to connect to

social networks,

T
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when itemns are added, changed, or removed.
& Alerts

Click on the Account Settings. If account is associated with the Outlook
application, it displays the account list. Click on New to associate a new Email ID
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Account Settings

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

.‘:il New... ‘#¢ Repair.. %0 Change., @9 setas Default € Remove & &

E-mail  Data Files RSS Feeds SharePoint Lists  Internet Calendars  Published Calendars  Address Books

Mame Type

sales@kizmo.com.. IMAP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

sales@kizmo.com.auilnbox
in data file ChUsershacer.. \Microsoft\Outlook'\sales@kizmo.com.au.ost

Close

Click on Manual Setup Option
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Add Account

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

Cl E-mail Account

@ Manual setup or additional server types

Cancel

Enter the details as per the Webmail settings in the fields as follows:
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Change Account Pt

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

User Information Test Account Settings

Your Mame: Marianna We recommend that you test your account to ensure that
the entries are correct.

Email Address: sales@kizmo.com.au

Server Information
Test Account Settings ..
Account Type: IMAP

Automaticallytest account settings when Mext

Incoming mail server: rebcloudd6.au.syrahost.com is clicked
Outgoing mail server [SMTF}: | ;ehcloud®6.au.syrahost.com ‘\xl Ent Jetail
nier server deialls

Logon Information

User Name: sales@kizmo.com.au
Mail to keep offline: All
EESSWCIFCII EA AR AR AR '
T reE \2 Enter email ID and password
|:| Reguire logon using Secure Password Authentication
[5FA) 3

——e- | MOTE Settings ...

[}

Once the fields are entered Click on “More Settings” tab at the lower right hand-
side.

v.  Here on the Outgoing server tab the following has to be selected and on the within
the Advanced Tab, Port Numbers of the servers have to be entered as follows:

Incoming server Port No changes for POP3/IMAP however remains the same for
Outgoing server
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Internet E-mail Settings X Internet E-mail Settings s

General Outgoing Server  Advanced General Outgoing Server Advanced

My outgoing server [SMTP] requires authentication Server Port Numbers ort numbers

@ Use same settings as my incoming mail server

Incoming server (IMAF):
O Log on using

Defaults
Use the following type of en ted connection: | 550 i

Cutgoing server [SMTPE | 465

Remember password Use the following type of encrypted connection: | 55L ~
Require Secure Password Authentication [SPA) Server Timeouts
Short W Long 1 minute
Folders Select
SSk

Root folder path:

Sent ltems
|:| Do not save copies of sent items
Deleted ltems

|:| 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 anline

Cancel Cancel

Click to confirm the changes

3. Verification

Verify the validity by clicking on “Test Account Settings”. If the settings applied
are successful it will show the following status:

Test Account Settings
Congratulations! All tests completed successfully, Click Close to Stop
continue,

Tasks Errars

Tasks Status
\/Lng onto incoming mail server (IMAF) Completed 1
\/Send test e-mail message Completed i

Verify whether Outlook is working by clicking F9 to retrieve all e-mails:
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II.

CONFIGURING YOUR MS OUTLOOK WITH GMAIL
1. Preliminary Necessities

following;:
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To configure your MS Outlook application with gmail account, you would to set the

Within your Gmail account you may need to enable IMAP/POP3. This is to be
done as follows

3. Configure your email client {¢.g. Outlook, Eudora, Netscape Mall)
IMAP access: Status: IMAP is disabled
sccess SAVE THE ROSOTS Ma Enable IMAP
from ather ¢ 3G IMIAF .
| IMoee

Disable IMAP

Configure your emall client (e o Dutiook, Thunderbird, iIPhone

Save Changas | | Cancel

ting
Settings T
Ganora Labe itars and Blocked A ro MAF Add-ons e Ol
\l W
hemesn
Forwarding: Add a farwarding address
Lea 1
o You can akso forward ondy some of your ma ]
POP download 1. Status: POP is enabled for alf mall that has armved since Dec 22
NT) MOce # Enoble F for all mail (even mail that's already ' downdoaded)
1 =itk Enable POP for mail that arrives from now on
POP or IM Disable POP

2. When messages are accessed with POP  keep SAVE THE RCBOTS Mail's copy In the inbox

Once set use the configuration server settings provided by Network
Administrator (Gsuite Admin) or general Gmail configuration settings.

Once the Gmail settings are modified MS Outlook is to be configured as
described in Section I.



