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Windows: Outlook 2016 8
(POP)

This article will assist you with setting up Outlook 2016 with your
Hosted Mailbox.

1. Open your "Control Panel". (Start -> Control Panel)

2. Click "Mail (Microsoft Outlook 2016)"
e

.-IE_I » Control Panel » Al Contsal Panel ems » w [ 49 |[ Search Contret Pone Al
Adjust your computer’s settings View by Small icons =
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3. If a profile already exists, click on "Show Profiles".

E-mail Accounts

Qj Setup e-mail accounts and directories. Exinail Acratints
Data Files
& Change settings for the files Outlook uses to Data Filesi
&' store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts and how .
data files. Typically, you only need one.

Close

If no profile exists, click "Add".
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D Mail
General |

R
LI

| The following profiles are set up on this computer:

Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
() Prompt for a profile to be used
@ Always use this profile

l z)

[ OK ][ Cancel I Apply

4. Enter a profile name (It can be anything! We suggest your
email address your name.)

!»,) Create New Profile ' oK

Profile Name:
[

5. Select "Manual setup or additional server types”. Click
"Next".
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i
M Add Arcount =

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

E-mail fccount

@ Manual setup or additional server types

&m» | | cancel
6. Select "POP or IMAP" and click "Next".
| # Add Account @'
Choose Service
i E mﬂ“ service

Connect to an Exchange account to access email, calendars, contacts, tasks, and volce mail

Outiook.com of Exchange ActiveSynd compatible service
Connect to a senvice such as Outlook com to access email, calendars, contacts, and tasks

Connect to a POP of IMAP email account

Other
Connect to a server type that is kisted below

e (] Lo

7. In the "Add New Account" window, input the following
information:

a. "Your Name": The name email recipients will see in the
"From" field.

b. "Email Address": email@domain.com
c. "Account Type": POP

i. "Incoming mail server": (We recommend
secure.emailsrvr.com)

Server SSL Port

secure.emailsrvr.com Yes 995
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Server SSL Port

pop.emailsrvr.com No 110

ii. "Outgoing mail server (SMTP)": (We recommend
secure.emailsrvr.com)

Server SSL  Port
secure.emailsrvr.com  Yes 465

25, 2525,

smtp.emailsrvr.com No
587, 8025

d. "Logon Information":
i. "Username": email@domain.com

ii. "Password": Your mailbox password

P Add New Account =

Internet E-mall Settings
Each of these settings are required to get your e-mad account working.

User Information Test Account Settings
Your Name: Test Maibo After filling out the information on this screen, we

recommend you test your account by dicking the button
E-mai Address: test@testdoman com below. (Requres network connection)
Server Information

Test Account Settings ...
Account ‘“‘W — . N
¢ 1 i

Incoming mad server PR A ¥ Test Account Settings by chicking the Mt button

; Deliver new messages to:
COutgoing mad server (SMTP): | cucyre srmastsrve com
9 New Outlook Data Fie

Logon Information Exdsting Oublock Diata Fie
Uisar Name: testitestdoman, com
Password: R —

¥ Remember password

Require lagon using Secure Passward Authenticabon (SPA) More Settings

<Bock | mext> | [ cancel

8. Click on "More Settings" then click the "Outgoing Server"
Tab

a. Check the box for "My outgoing server (SMTP) requires
authentication".

b. Check the button for "Use same settings as my
incoming mail server".
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p-

_® Internet E-mail Settings =

__Generall Outgoing Server ;Advanced__

/| My outgoing server (SMTP] requires authentication{

@ Use same settings as my incoming mail server

Log on using

mber password

Reguire Secur ord Authentication (SPA)

| 0K I { Cancel

9. If using "secure.emailsrvr.com": Click on the "Advanced"
Tab

a. Change "Use the following type of encrypted
connection" to "SSL".

b. Change the port numbers to match the chart on step 4.c.
Click "OK".

50f7 9/8/2016 8:43 AM



Apps Setup Assistant https://help.emailsrvr.com/setup/article/66/

-

| General | Outgoing Server | Connection | Advanced
Server Port Numbers

Incoming server (POP3): 995 Use Defaults
This server requires an encrypted connection (S5L)
Outgoing server (SMTP): 465
Uise the following type of encrypted connection: | SSL =
Server Timeouts
Short ~J0 " Long 1 minute
Delivery
[V]Leave a copy of messages on the server
[V Remove from server after 14 bf? days

[T1Remove from server when deleted from ‘Deleted Items'

[ o ][.Ca_noal.]_

10. Click "Next". Outlook will now attempt to send a test message
using the settings we have just put in. If everything was
entered correctly, the message will send out successfully.

Congratulations! All tests completed successfully. Click Close to

| Stop :
o =]
Tasks | Errors
Tasks Status
w/ Log onto incoming mail server (IMAP) Completed
Send test e-mail message Completed

11. Congratulations! You have now setup Outlook to work with
your Mailbox!
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