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Welcome to Microsoft Outlook 2013

Welcome to Qutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

N
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Microsoft Outlook Account Setup n

Add an Email Account

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?
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Inbox - mtanaka@rcnp.osaka-u.ac.jp - Outlook ?2 - 0 %

- Account Information

Open & Export

| E\’ mtan;ka@rcnposak’a-u.a(.’jb ‘
-1 EL mvap/smTp |

4 Add Accouly

F Account and Social Network Settings
ady

Change settings for this account or set up more connections.

Account Connect to social networks.
Settings ~
Office Account
e =1 Mailbox ;Ieanup A A
= Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup
Exit Tools ~
a Rules and Alerts
3 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts
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Add Account “

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

() E-mail Account

Your Mame:
Example: Ellen Adams

"

nail Address:

fm

Example! ellen@c

< Back | Cancel




3-3 Choose Service DjH Tl [POP or IMAP| (Z2F = v 7 # Al [Next] %
70 v 7 LET,

Add Account

Choose Service

-.::' Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

"::' Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

. POPorIMAIJf\\s
Connect to a POP or IMAP email account
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i Add Account '
POP and IMAP Account Settings
) Enter the mail server settings for your account.
|
] User Information
Your Name: mtanaka
Email Address: itanaka@renp.osaka-u.acjp Mail to keep offline: Al
Server Information
Account Type: IMAP v
Incoming mail server: imapd.renp.osaka-u.acjp

' Qutgoing mail server [SMTP): smtp.renp.osaka-u.acjp

Logon Information

User Mame: mtanaka
Password: xxxxxxxucl
Bemember password

["]Require logon using Secure Password Authentication

SPA]
[ More Settings ...
< Back Cancel
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server(SMTP)
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Internet E-mail Settings “

:-G-enera-ln: Qutgoing Server Rd\ran(ed.f

m‘ly outgaing server (SMTP] requires authentication
se same settings as my incoming mail server
(") Log on using
User Mame: |
Fassword: |

| Remember password
Require Secure Password Authentication [SPA)
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Internet E-mail Settings “

i General | Outgoing Server [IAdvanced I

Server Port Numbers

Incoming server [IMAF): | Use Defaults

Use the following type of encrypted connection:

Qutgoing server [SMTF):

Use the following type of encrypted connection: MJ

Server Timeouts

Shaort Long 1 minute

Faolders
Root folder path: |

Sent ltems
Dgo not save copies of sent items

Deleted ltems

D Mark items for deletion but do not move them automatically

Iltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Eurge items when switching folders while online

l OK I| Cancel
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AN /ERTSE

Incomingserver(IMAP) ZAE—N—DR— &S | 993

Use the followind type of encrypted | gV — X—DhgE 5L 5= | SSL

connection

Outgoing server(SMTP) EE—R—DR— ES | 587

Use the followind type of encrypted | EE2V— X—DiE 5k 5 | TLS

connection
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Add Account

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop
continue.

Tasks | Errars

Tasks Status
+ Log anto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed

LUgon

User Name:

Password: .aa*aaaaaa

[¥| Remember password

|:| Reguire logon using Secure Password Authentication

SPA] T 1
! More Settings ...
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Add Account (23]

You're all set!

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

Add another account...
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