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1) First open Microsoft outlook

Outlook

Processing...

2) Click next and the window below will pop up

Add Account PG

Auto Account Setup
Outlock can automatically configure many email accounts,

@ E-mail Account

Your Name:

Example: Ellen 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
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3) Mark the radio button manual setup or ......... as shown in the picture below
Add Account EY

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

(7 E-mail Account

(@ Manual setup or additional server types

< Back Mext = ][ Cancel

4) Click next and mark POP or IMAP as shown below
lAdd Account @

Choose Service

() Microsoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
(71 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 > l[ Cancel
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5) Click next and the window below will show

5
Add Account @

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

User Information Test Account Settings

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

Server Information
Account Settings ...
Account Type: POFS lz‘
Incoming mail server: iL;uctI-i:ncT:tdicallytest account settings when Mext
Cutgoing mail server [SMTP): Deliver new messages to:
Logon Information @) Mew Cutlook Data File
User Name: () Existing Outlook Data File
Password: TR

[#] Remember password

[7] Require logon using Secure Password Authentication

[SPA] More Settings ...

Details to fill in are to be provided by us

6) After filling in the details click on more settings as shown in the picture below

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

User Information Test Account Settings
Your Name: | ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address: 000000000
Server Information
Test Account Settings ..
Account Type: IMAP
Incoming mail server: com Automaticallytest account settings when Mext

is clicked

Cutgoing mail server (SMTP}: | yooooooooooo, com
Logon Information

User Name: HOOO0000000000
Mail to keep offline:  All
Password: EREEAREEEEE

Remember password

|:| Require logon using Secure Password Authentication

[SPA) Maore Settings ...

< Back ][ Mext = ][ Cancel ]
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7) Click the outgoing server tab as show and tick the check box

Internet E-mail Settings ﬁ

COutgoing Server | Advanced

My outgoing server [SMTF) requires authentication
@ Use same settings as my incoming mail server
) Log on using
User Mame:
Password:

Remember password
Require Secure Password Authentication [SPA)

[ oK ] [ Cancel

Click ok

Then finish


http://www.zimbotech.co.zw/

