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Verifying Incoming/Outgoing Servers in Outlook 2013

1. 1. Click on file/info and select “Account settings”

Account Information

Open & Export
. - adept.co.za .
O3 Wicrosoft Exchange

+ Add Account

Save As

Change settings for this account or set up more
connections.

,@ Account and Social Network Settings
Account

Settings " Access this account on the web.

,@ Account Settings...

Add and remove accounts or /
change existing connection settings. L |

Office Account net/owa/

Options

0,8 Social Network Accounts .
&&  Configure Office to connect to (Out of Office)

social networks.

Bxit

fy others that you are out of office, on vacation, or
@@ Delegate Access -mail messages.
@8 Give others permission to receive

items and respond on your behalf.

E‘ Download Address Book...
W Download a copy of the Global

Ibox by emptying Deleted Items and archiving.
Address Book. ke Al L

L Manage Mobile Notifications
Set up SMS and Mobile
Notifications

= NUITS anu AICT s
=1 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

F‘ Slow and Disabled COM Add-ins
o 3

Manage COM add-ins that are affecting your Outlook experience.

Manaae COM

2. 2. Double-click your POP/SMTP account

Account Settings X

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

E-mail  DataFiles RSSFeeds SharePointLists Internet Calendars Published Calendars Address Books

4 New... 3 Repair.. '3 Change.. @ SetasDefault X Remove @ &

Name Type

john@yourdomain.co.za POP/SMTP

Q .adept.co.za I Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

| VChanrge Folder = john@yourdomain.co.za\lnbox
in data file C:\Users\Mike\Documents\Outlook Files\john@yourdomain.co.za.pst
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3. Ensure that your incoming and outgoing servers are the same

(D Add Account X

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

User Information Test Account Settings
Your Name: John Smith We recommend that you test your account to ensure that
P the entries are correct.
Email Address: john@yourcompany.co.za
Server Information
Test Account Settings ...
Account Type: POP3 G 3
4 A Automatically test account settings when Next
Incoming mail server: mail.yourcompany.co.za D is clicked ly 9
Outgoing mail server (SMTP): | mail.yourcompany.co.za Deliver new messages to:
Logon Information (® New Outlook Data File
User Name: john@yourcompany.co.za O Existing Outlook Data File
Password: | Browse
Remember password

|:| Require logon using Secure Password Authentication

(sPA) » More Settings .

< Back Cancel

4, Enable SMTP Authentication if you are using that service

| @ ad

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

User i Test A t Settings
You 4) Internet E-mail Settings X mend that you test your account to ensure that
are correct,
EM{ General Outgoing Server Advanced
| » My outgoing server (SMTP) requires authentication ;nt Settings
. Acg @ Use same settings as my incoming mail server I
Toe O Log on using pmatically test account settings when Next
o 3 cked
ouf ) ) v messages to:
Password
Log R ~ Outlook Data File
emember password : y
Usg Require Secure Password Authentication (SPA) _Tg Outlook Data File g
Pas| E Browse

O Log on to incoming mail server before sending mail

More Settings ...

< Back Next > Cancel
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5. Ensure that port 587 is being used for the outgoing server

( Internet E-mail Settings

General Outgoing Server Advanced

Server Port Numbers -

Incoming server (POP3): Use Defaults

[:IThis server requires an encrypted connection (SSL)

Outgoing server (SMTF: ‘

Use the following type of encrypted connection: | None

Server Timeouts -
Short ' ® Long 1 minute
Delivery -

Leave a copy of messages on the server
[CJRemove from server after 14 = | days

[:I Remove from server when deleted from 'Deleted ltems’

6. Click on the “Test Account Settings” button once complete to verify if the POP settings are valid or not

Change Account X
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: john@yourdomain.co.za We recommend that you test your account to ensure that

the entries are correct.

Email Address: john@yourdomain.co.za

Server Information

Test Account Settings ... «
Account Type: POP3

Incoming mail server: john@yourdomain.co.za

is clicked

Outgoing mail server (SMTP): | john@yourdomain.co.za

Logon Information

User Name:

Password:

john@yourdomain.co.za
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Remember password

|:] Require logon using Secure Password Authentication

(SPA)

DAutomatically test account settings when Next

More Settings ...
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7. If the "Test Account Settings” found an issue with either sending or receiving, please take a screenshot
and forward the information to support@adept.co.za



