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Setting up an IMAP mail account in Outlook 2016

1. From the Control Panel, click on the settings icon for Mail
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2. Click on E-mail Accounts to access the relevant settings

(D Mail Setup - Office 365
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[ 3 Setup e-mail accounts and directories.

E-mail Accounts... ‘ 2
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4, Change settings for the files Outlook uses to
&g store e-mail messages and documents,

Data Files...

@ Back up and Restore (Windows 7)

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.
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3. Click on New... to create a new account
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E-mail Accounts
-y Setup e-mail accounts and dire» e You can add or remove an account. You can select an account and change its settings.
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Setup multiple profiles of e-mail accounts and Show Profiles Name Type
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Selected account delivers new messages to the following location:
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in data file C:\Users\...\Outlook\v
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4. Check the option for Manual setup and click Next

_3 Add Account

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

() E-mail Account

@ Manual setup or additional server types

< Back Cancel




5. Select POP or IMAP and click Next

A Add Account

Choose Service

(O outlook.com or Exchange ActiveSync compatible service

(® POP or IMAP
Connect to a POP or IMAP email account

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
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6. Fill in the appropriate account details as supplied by your service provider, then click More Settings

(A Add Account

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

User Information

Your Name: Suppport Test

Email Address: support-test@adept.co.za

Server Information

Account Type: IMAP

Incoming mail server: imap.adept.co.za
Outgoing mail server (SMTP):  Dependend on ISP
Logon Information

User Name: support-test@adept.co.za
Password: EAERRARREARARARASAREARRY]

Remember password

[:l Require logon using Secure Password Authentication
(SPA)

X

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Automatically test account settings when Next
is clicked

Mail to keep offline: All

Fill in all details then
press here

More Settings ...
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7. Click on the Advanced tab and enter “inbox” as the Root folder path, then click OK, and finally click Next

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

User Information
Your Name: Support Test
Email Address: support-test@adept.co.za
Server Information

Account Type: IMAP

Incoming mail server: imap.adept.co.za

Qutgoing mail server (SMTP}: | pependend on your ISP
Logon Information
User Name: support-test@adept.co.za
Password:

ARERARREERSR

Remember password

D Reguire logon using Secure Password Authentication
(SPA)

Fill in all details then press: 1

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Automatically test account settings when Next
is clicked

Mail to keep offline: All

» More Settings ...

Next >
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(D Internet E-mail Settings

General Outgoing Server Advanced .2

Server Port Numbers —
Incoming server (IMAP):

Use the following type of encrypted connection: | None ~v

QOutgoing server (SMTP):

Use the following type of encrypted connection: | None v

Use Defaults

Server Timeouts -
Short ® Long 1 minute
Folders

Root folder path: |inpox 3

Sent Items
D Do not save copies of sent items
Deleted Items

|:| Mark items for deletion but do not move them automatically

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

Purge items when switching folders while online

Cancel

8. The setup process will then test your account settings; if successful, you will see a dialog window as below

to indicate this

s/Send test e-mail message

Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks  Errors
Tasks Status
v/Log onto incoming mail server (IMAP) Completed

Completed




