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Setting Up Outlook 2013/
2016 Using POP3

Follow these steps to set up Outlook 2013 or 2016 to access your W3infotech
email account using POP3

OPEN ACCOUNT SETTINGS

e In Outlook 2013 or 2016 go up to the upper left and click File, then go to
Info - Account and Social Network Settings - Account Settings to open the
Account Settings window.

e Click the Email tab if not already selected.

©

Account Information

Open & Export

= Test
El map/SMTP

# Add Account

E Account and Social Network Settings
[ 1

Change settings for this account or set up more connections,

Save Az

w Connect to social networks.

Settings -
Office Account i

@ | Account Settings... h

- &1% Add and remove accounts or

R pHne change existing connection settings. Ibox by emptying Deleted Items a
Exit :‘"‘ Socizflﬂetwu.rk Accounts

@b Configure Office to connect to

social networks.

a " Rules and Alerts
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SETUP ACCOUNT SETTINGS

Click the New... button.

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

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

'EN&W W repair., P Change.. @ setas Default M Remove # &

Mame Type

ACCOUNT SETUP

Select Manual setup or additional server types and click Next.
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Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso,com

Password: |

Retype Passwoss: |

Type the password your Internet service provider has given you,

Iz

@Mamﬂﬂupmaﬂﬁﬁnnﬂmt}p&s

CHOOSE POP3

Select POP or IMAP and then click Next in the Add Account window.
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D Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

Dﬁlrlluutmnm Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(@) POP or IMAP
Connect to a POP or IMAP email account

ENTER YOUR INETRNET SETTINGS DETAILS

Enter the following in each field:

e Your Name: your full name, including spaces and capitalization
e Email address: your xxxxx@ccccc.qa email address
e Account Type: POP3

¢ Incoming mail server: w3i.cloud

W
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e QOutgoing mail server:

0 , enter w3i.cloud

W W3infotech

e User Name: xxxxx@ccccc.ga (Complete email-id)

Py Password. %k 3k 3k 3k %k %k k %k k

0 If you enter your password and check the Remember password box,

Outlook will not request it each time you log on.

POP and IMAP Account Settings
Enter the mad server settings for your acoount.

User information

Your Name: l Your Name

Email Address: | Your Email-id

Server Information

Account Type: [ FOEZ

Incoming mail server: Ewai.[i;:;d-

Qutgoing mail server (SMTP): I wii cloud
Logon Information

User Name: I"raur Email-id
Earowcid I

[+/] Remember password

[ ] Require logon using Secure Password Authentication
(5PA)

Mail to keep offling: 3 months

Maore Settings ... |

\\\?1
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www

Select More Settings ...

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

User Information

Your Name: Your Name

Email Address: Your Email-id Mail to keep offline: 3 months

Server Information

Account Type: ._PGF;B
Incoming mail server: wii.cloud
Cutgaoing mail server [SMTF): .
Logon Information

User Name: Your Email-id
Ns’mr* mEREEEEE

w3i.cloud

Remember passwaord

[T1Require logon using Secure Password Authentication
PP i More Settings ...

<pack | wet> | | camcer |

INTERNET EMAIL SETTINGS - ADVANCED

e C(Click the Advanced tab.
e Select SSL from the drop-down menu for Use the following type of

encrypted connection under Incoming Server (POP3). The port number will

change from 110 to 995
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e Select SSL from the drop-down menu for Use the following type of
encrypted connection under Outgoing Server (SMTP).

e Enter 465 in the outgoing server (SMTP) field.

Internet E-mail Settings

Gereral Outgoing Server Connection  Advanced

Server Port Numbers

Incoming server (POP3): | 995 Use Defaults
This server reguires an encrypted connection (S5L)

Qutgoing server (SMTF):

IIse the following type of encrypted connection: | 55L

Server Timeouts
Short W Long 1 minute

Delivery

Leave a copy of messages on the server
[ Remove from server after 14+ | days

[ Jremove from server when deleted from 'Deleted Items'

W
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INTERNET EMAIL SETTINGS OUTGOING SERVER

e C(lick the Outgoing Server tab in the Internet Email Settings window.
e Check My outgoing server (SMTP) requires authentication.

e Select OK and Next

General | Qutgoing Server |Ad1.'anced|

My outgoing server [SMTF) requires authentication
se same settings as my incoming mail server

[_!Log on using

User Mame: |

Password: |

|:| Remember password
|:| Require Secure Password Authentication [5PA)

W
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Completed
Completed

Once Log onto incoming mail server (POP#) and Send test email message

tests are completed, click Close.

Congratulations! All tests completed successfully. Click Close to
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