EMAIL CONFIGURATION FOR OUTLOOK 2013

1. Once you have Outlook open, click “File” on the top left.
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2. Under the “Info” tab, click “Add Account”.
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Account and Social Network Settings

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

Save As

Print

Office Account

Mailbox Cleanup

Optians . : y
Manage the size of your mailbox by emptying Deleted ltems and
archiving.
Exit
a Rules and Alerts
2= Use Rules and Alerts to help organize your incoming e-mail messages,
Manage Rules and receive updates when items are added, changed, or removed.

& Alerts

3. Select “Manual setup or additional server types”, and then click “Next”.

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

() E-mail Account

Your Marme: |Your MName

Example: Eller &dams

E-mail Address: |

Example: ellen@contoso.com

Passwrord: PET T

Retype Password; | #reesesss

Type the password your Internet service prowider has giver you.

.8 Manual setup or additional server types




4. Select “POP or IMAP”, and then click “Next”.

D Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

D(h:ﬂxm&.cmnm 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

5. -Enter your name and BWIG email address.
-Under “Account Type”, select “IMAP”.
-For “Incoming” and “Outgoing mail servers, enter: mail.bwig.net

-Under “Logon Information”, enter your BWIG email address and your BWIG
email password.

-Then click “More Settings”.

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

User Information Test Account Settings

Your Mame: {Your Mame 2 We recommend that you test your account to ensure that
2 w1 the entries are correct.
Email Address: m—|
—
Server Information

Account Type: { L0 ] E"

Incoming mail server: T | iﬁiﬁgmlw test account settings when MNext

Cutgoing mail server [SMTP): m | Deliver new messages to:
Logon Information @ Mew Cutlook Data File
User Mame: @pieéhm’q@ D Existing Cutlook Data File

Password: d&"—"r: rar— I Browse

Remember password

| Test Account Settings ...

[]Require logon using Secure Password Authentication

(SPA)

6. Under the “Outgoing Server” tab, select “My outgoing server (SMTP) requires
authentication” and “Use same settings as my incoming mail server”. Click “OK”.

@ Use same settings as my incoming mail server
Log on using

Jser Mame: |

Password: |

|:| Remember passwoard
D Require Secure Password Authentication [SPA)

) Log on to incoming mail server before sending mail




7. Click “Next”.

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

User Information

Your Name: |‘tour Name

Email Address: P -
Server Information

Account Type: |iH i

Incoming mail server: |m’l.higmt

Outgoing mail server [SMTP): |,,d|mg,et

Logon Information

User Mame: =
!mwhEimg.mt

Password: | [ ——

Remember password

[]Require logon using Secure Password Authentication

[5PA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

| Test Account Settings ...

Automatically test account settings when Mext
is clicked

Deliver new messages to:

(®) New Outlook Data File
D Existing Cutlook Data File

[

More Settings ...

Cancel

8. After the test completes, click “Close”.

continue,

Congratulations! All tests completed successfully. Click Close to

Tasks Errors

Tasks Status
\/ Log onto incoming mail server [POP3} Completed
\/ Send test e-mail message Completed

9. Click “Finish”.

You're all set!

‘We have all the information we need to set up your account.

Add another account...




