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How to Set Up Email in Outlook L atest 2022

Microsoft Outlook isan email program that allows you to manage multiple email accountsin just one software.
Y ou can set up each account with internal controls so you can get al your email in one place.

Set up an email account

Google

One account. All of Googl

Sign In 1o continue 1o Gmail

TipsMake

Open an existing email account on the internet. Go to an email site, such as Gmail, and signin.
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Click 'Settings or 'Preferences. In Gmail, this option has a small gear icon in the upper right corner. Many other
users only see the word "Preference” or " Settings'.
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Go to "Forwarding” in preferences. You'll probably see many other names here, but they all mean the same thing
as "Forwarding". Some other options that you should look out for are:

"Forwarding and POP/IMAP" (Forwarding and POP/IMAP)
"IMAP Settings' (IMAP Settings)

"Mail Forwarding." (Mail forwarding)

"POP/IMAP"
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Enable "IMAP Access' for your account. Thisisthe command that tells the program to send a copy of the emall

to Outlook. After doing this step, you can set up Outlook.

If you can't find IMAP Access on your email program, try searching. Y ou just need to search the net using the

keyword " (Y our Email Program) + Enable IMAP."

Outlook Setup

Open the Outlook program and click "Tools" in the menu bar. The first time you use Outlook, you may be asked

to select "Add an account". Click this option to add your email account.

Add Aciount

Auto Account Setup
Curlon; can subsmascaly confiqure many emal acoounts,

) E-mail Agoount
Hour Name:
Exampée: Ellen Adams
|'H E-mail Addwess: Pl
Exampde: elleniFoonfoso. oom
PR
Retype Paspword:

| Type the password your Intesnet service provider has g

T MR SHLUD OF A0dItGNal server Types




Select "Accounts' below the current Tools menu. Thiswill alow you to sign in to your email account, and set up
an account for Outlook.

Troubleshooting: For Windows 8 or higher: If you don't see this option, open the '‘Charms bar' by pressing the
'Window + C' key combination. On the Charms bar, you need to click on 'Settings/, then 'Accounts and finally
‘Add an account'.
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Click the"Add" button to add anew email address. Y ou'll see asmall "+" sign near the outermost corner on
some Macs.

Troubleshooting: You aso need to click the padlock icon below to unlock the setup. This requires you to enter
the administrative password used to log on to the computer.
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Select "Mail" from the menu that appears. If asked to choose an account (Gmail, Y ahoo Mail, etc.), be sureto
select the correct account.

[ g pecout =)

POP and IMAP Account Settings £
Errter the mad server settiogs for your aooount.

User Information Test A Setings |

Teur Hass: 1 W recommenid Thal you 1eil your acoound to endure that
1he entries are correct.

Email Adaiesi:

Server
Account Types Pﬂﬁ 'T:
|| Incoming mail server. i — ]
Dutgoing mall server (TR ]

d petbingt when Bexd

Logon Informalion
I s M
Pariword:
[¥] Ressember paspword

|| Requize logon using Secure Passwond Auihentication
5P

Enter your address and password. Accessing email takes time, but usually no more than afew minutes.
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Select IMAP from the "type" box. Thisisthe most common way to handle things.

Troubleshooting: If this doesn't work, you can try POP.
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Provide a username, usually email. Thisisthe information used to log in.
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Thein and out server setup isthe same. This sounds complicated, but it's not. Y ou just need to enter the email,
the period, and the email extension. For example, if your email is'Y ouperson@gmail.com, the two servers will
be mail.gmail.com.

Make sure "Use SSL to connect” is checked.
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Click 'More Options..." and select 'Use incoming server info' for 'Authentication’. This helps Outlook work
smoothly, but it's not really necessary. However, you will avoid some common problems.

Y ou finished reading the article "How to Set Up Email in Outlook L atest 2022" edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

