Microsoft Office 365 Outlook Account Configuration Steps

1- Click on File menu for configuration.

Send / Receive

<+ Update Folder
A Send All

=1

Send/Receive
All Folders '3 Send/Receive Groups ~

Send & Receive

4 personal folders(4)
1> Inbox
Sent Items
Drafts
I Deleted Items
Infected Items
Junk E-mail
Outbox
RSS Feeds
4 SMIULT
Abdul Waheed Jatoi
Faheem Mustafa Mahar
Hizbullah Bullo
Khurshed Ahmed
Mohammad Khalid Zai
Shah Muhammad Butt
Sunil Kumar
Waheed Ahmed

Search Folders

Items: 959

a8 Ej .os

Folder View

Q Tell me what you want to do

Inbox - Personal Folders(4) - Outlook

This is an e-mail message sent automatically

=" [y Mark to Download ~ R
0 Z Unmark to Download ~ <0
Show Cancel = Download Work
Progress  All Headers - Process Marked Headers = ffline
Download Server Preferences
Search Current Mailbox (Ctrl+E) pel | Current Mailbox  ~|
All  Unread ByDate *  Newest ¥ |~
4 Today 3
Microsoft Outlook
Microsoft Outlook Test Message 12:40 PM

Khursheed Ahmed
test 1239 PM
Thanks & Regards: Khurshed Ahmed Adrani

Microsoft Outlook
Microsoft Outlook Test Message 12:38 PM
This is an e-mail message sent automatically

Khurshed Ahmed
Re: FW: Add published on 23rd oct 2016 11:45 AM
Dear sir, Done and upload on the website.

Shah Muhammad Butt U
FW: Add published on 23rd oct 2016 10:52 AM
For website Shah Muhammad Butt

4 Yesterday

Faheem Mustafa Mahar

test email 23-10-2016 Sun11:33 AM
test email 23-10-2016 <end>
4 Last Week
Shah Muhammad Butt
Re: Test Email Fri10/21

E2Reply EReply All & Forward

This 1s an e-mail message sent automatically by Microsoft Outlook while testing the settings for vour

account.

Microsoft Outlook <webmaster@smiu.edu.pk>

Microsoft Outlook Test Message

Webmaster

12:40 PM

v

+ 100%



2. Click on account Setting.

©

Account Information

Open & Export

Inbox - Personal Folders(d) - Outlock

E I;ahmed@sm{u‘e;iu.pktl)
= popssmTe

Save As
‘ #F Add Account

[T Account Settings

Change settings for this account or set up more connections.

Settings ~
Office —
Account @ | Account Settings...

&7 Add and remove accounts or K
Options change existing connection settings. Iboxby emptying Deleted Items and archiving.
Tools |
Feedback )
Support s Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive

Exit Manage Rules updates when items are added, changed, or removed.

& Alerts

F Slow and Disabled COM Add-ins
= Manage COM add-ins that are affecting your Outlook experience.
Manage COM

Add-ins

]



3. Double Click on email account

V‘Account Settings omm— =

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

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

g New... 5¢ Repair... “f Change... €% Setas Default )X Remove # &

Name

Type

Q someone @smiu.edu.pk & POP/SMTP (send from this account by default)
Double Click

Selected account delivers new messages to the following location:

[ Change Folder]

Personal Folders(4)\Inbox
in data file D:\emails khursheed 19-02-2016\Personal Folders(4}.pst

Fa

Close




4. Change Setting Incoming mail server and outgoing mail server setting as mentioned
Incoming mail server: Server name: outlook.office365.com
Outgoing mail server: smtp.office365.com

5. Write your password for authentication on Office 365.
6.Clcik on more setting.

r ’ N
Change Account o &

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

|
User Information Test Account Settings
Your Name: ' someone ' We recommend that you test your account to ensure that
) - - — the entries are correct.
Server Information
[ Test Account Settings ... ]
Account Type: | POP3 =

2 : oy - 3 —— V| Automatically test account settings when Next
.| Incoming mail server: mail.smiu.edu.pk & G y g

QOutgoing mail server (SMTP): | H i i i .
' xailsmivsdinple. changewith this o, 415 0k, 0ffice365.com
Logon Information
h ith thi .
User Name: someone @smiu.edu.pk ‘ . = Smtp.Offlce365.C0m
Password: AXKKKKKKRRKK

7 Office 365 new password ad
Remember password

| [ Require logon using Secure Password Authentication

(SPA) ) | More Settings ... |




7. Select On Outgoing Tab and Check Mark as Defined

Internet E-mail Settings*;-

General | Outgoing er | Advanced
u
My outgoing sege requires authentication

@ Use same settings as my incoming mail server

) Log on using

User Mame:

—_—

Fassword:

R

|/| Remember passward
| | Require Secure Password Authentication (SPA)

—_—

() Log on to incoming mail server before sending mail

_ —

L S O e e e
e

OK

Cancel

e




8. Select Advance Tab and Make Changes as Defined and Click OK Button.
Incoming server (POP): 993

Outgoing server (SMTP): 587

Encryption method: TLS

r

—— v N
Internet E-mail Settings = = e u

General | Outgoing Server | Advanced K
' Server Port Numbers

Incoming server (POP3):  =£ [ Use Defaults ]

This server requires an encrypted connection (SSL)
Qutgoing server (SMTP): 587

[
w
(1]
~*
-
m
—h
=
o
s
-
o
&
o]
(4]
o
-
"
>
™
2
i)
~*
(1]
o
™
o
-
>
m
=+
o
-
| S |
—
4
4|

Server Timeouts

Short Long 1 minute

Delivery

Leave a copy of messages on the server

Remove from server after I 14 = ’ days

Remove from server when deleted from '‘Deleted Items’

OK Cancel




9.Clcik On Next Button

Change Account

Email Address: ’ someone @smiu.edu.pk
L

Server Information

Account Type:

j( Incoming mail server: outlook.office365.com

i Qutgoing mail server (SMTP): ismtplofﬁce%s'com

L -]

Logon Information

User Name: ' someone @smiu.edu.pk

I AAKRKRRARAR

Password:

Remember password

| [T]Require logon using Secure Password Authentication
(SPA)

. P en B T ~
POP and IMAP Account Settings
' Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: | someone We recommend that you test your account to ensure that

the entries are correct.

[ Test Account Settings ... ]

[T Automatically test account settings when Next
is clicked

[ More Settings ... ]

<Bac (et >$[oml J




10. Click On Finish Button.
;Change Account

|

You're all set!

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

| < Back |

/



