Steps to confiqure outlook 2003/2007/2010 for Office
365 Account




1. Clickon  button.

2. Browse for the Microsoft Office folder, under Microsoft Office, “Microsoft Office Outlook
2003/2007/2010” should be available, as shown below, before we start the outlook
configuration.

Here, we have “Microsoft Office Outlook 2007”. Follow the same steps if you have “Microsoft
2003/2010.”
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1. Click on button.

2. Locate “Control Panel” as shown below and click on “Control Panel”
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3.

T~

Locate “Mail” in the “Control Panel” as shown below

¥ Control Panel » All Contrel Panel Items »

- | s | | Search Contrel Panel

Adjust your computer’s settings
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4. Click on “Mail” to launch, the below screen appears as shown,

[ )

B Wil =

Zeneral |

it[@ The following profiles are set up on this computer;

Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile:
* Prompt for a profile to be used
" Always use this profile

i

Ok Cancel | |




5. Click on “Add” Button, to add your profile

B Wil =

Zeneral |

@ The following profiles are set up on this computer;

Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile:
* Prompt for a profile to be used
" Always use this profile

Ok Cancel | |

6. Below screen appears

P "

B New Prefile ==

j' QK

A Create Mew Profile

Profile Mame:




Enter your name, for example Test@tessolve.com, as shown

P )

M New Profile

oK.
@ Create Mew Profile -

Profile Mame:
test@tessolve. com|

Click on “OK” button as shown

o

M New Profile

@ Create Mew Profile

Profile Mames:

test@tessolve. com|




9. Click on the Check box “Manually configure server settings or additional server types” and click
on “Next”

"B rddNewEmailAccowmt ==

Auto Account Setup

Your Mame: | |

Example: Barbara Sankowic

E-mail Address: | |

Example: barbara@contoso.com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you,

[¥]Manually configure server settings or additional server types:

< Back [ Cancel




10. Click on “Next”, default “Internet E-mail” will be selected.

m

Choose E-mail Service

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

() Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail,

(") Other
Connect to a server type shown below,

Fax Mail Transport
Cutlook Mobile Service (Text Messaging)

< Back [ Cancel




11. After clicking on “Next” the below screen appear as shown

i

J Add Mew E-mail &ccount @

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

User Information Test Account Settings
¥our Name: After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address; button below. (Reguires network connection)
server Information
Test Account Settings .
Account Type: POP3 IE'

Incoming mail server:
Qutgoing mail server (SMTP):
Logon Information

User Name:

Password:

Remember password

=]
m
[¥5]
i

[ Require logon using Secure Password Authentication (SPA)
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=
]




12. In the Account Type change the “POP 3” to “IMAP” as shown

;;!' Add Mew E-mail Account @

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

User Information Test Account Settings

Your Mame: After filing out the information on this screen, we
recommend you test yvour account by dicking the

E-mail Address; button below. {Requires network connection)

server Information

[ Test Account Settings ...
Account Type: IMAP E

Incoming mail server:

Qutgoing mail server (SMTP):

Logon Information

User Mame:
Password:
Remember password
[ Reguire logon using Secure Password Authentication (SPA) More Settings ...




13. Fill the required information as shown, for example | am using Test@tessolve.com account for
Office365, you have to fill Your Name, E-mail Address and password for Office365.

e e

Add New E;mgl- ;ccoum

Internet E-mail Settings

Each of these settings are required to get your e-mail account working.

User Information

Your Name: test

E-mai Address: |test@tessolve.com
Server Information

Account Type: IMAP

Incoming mail server: {oulook.office365.com

Qutgoing mail server (SMTP)l |smtp. office365.com

Logon Information
User Name: test@tessolve.com
gass'i'(ofd: IR R R R

[V]Remember password

[T Reguire logon using Secure Password Authentication {SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
button below. (Requires network connection)

[IestAcoomtSetmgs... ]

[ <gack J[_text> ] [ cancel ]

a

a) Incoming mail Server must be “outlook.office365.com”

b) Outgoing mail Server (SMTP) must be “smtp.office365.com”

c) Click on More Settings.


mailto:Test@tessolve.com

14. The below screen appears after clicking on More Setting, click on Advanced Tab

General |Fo|r:.|ers | Qutgoing Server I Connection

Mail Account

Type the name by which you want to refer to this account. For
example: “Work” or "Microsoft Mail Server”

Other User Information

QOrganization: | |

Beply E-mail: | |

Purge Options

Purge items when switching folders while online
When vou switch to another folder, the items marked for
deletion in the original folder are permanently deleted on the

server, Items will not be permanently removed when switching
folders offline.

| ok || cancel




15. The below screen appears after clicking on Advanced tab,

m

| General | Folders | Outgoing Server | Connection | Advanced

Server Port Mumbers

Incoming server (IMAP): |se Defaults
Lze the following type of encrypted connection:

Qutgoing server (SMTP): 25

LUse the following type of encrypted connection:

Server Timeouts
Short =/ Long 1minute

Folders

Root folder path:

I Ok I [ Cancel




16. Under Server Port Numbers, in the Incoming Server (IMAP) change the default number to 993,
Outgoing server (SMTP) to 587 and encrypted connection to SSL and TLS

[ A

Q Internet E-mail Settings -

| General | Folders | Outgoing Server I Connection | Advanced |

Server Port Mumbers

Incoming server (IMAP):

|ze Defaults

IJse the following type of encrypted connection:

Qutgoing server (SMTP): 25
IUse the following type of encrypted connection:

Server Timeouts

Shart  —J Long 1 minute

Folders

Root folder path:

I oK | [ Cancel




17. After entering values the screen appears as below,

m

| zeneral I Folders | Cutgoing Server | Connection | Advanced

Server Port Mumbers

Incoming server (IMAP): 953 IJse Defaults

IUse the following type of encrypted connection; | S50 IE'

Qutgoing server (SMTF): 537

Use the following type of encrypted connection:

Server Timeouts
Short ~J0~——— Long 1minute

Folders

Root folder path:

I Ok I [ Cancel




18. Click on Outgoing Server tab as shown below

| General | Folders §Outgoing Server fConnection | Advanced |

Server Port Mumbe

Incoming server (IMAP): Ise Defaults

Lise the following type of encrypted connection: | S5L |E|

Qutgoing server (SMTF): 537

IUse the following type of encrypted connection:

Server Timeouts
Shart ~—J——— Long 1minute

Folders

Root folder path:

| ok || cancel




19. Below screen appears as shown

| zeneral I Fulders| Outgoing Server |Connecﬁon | Aduanced|

[]iy outgging server (SMTF) requires authentication;
(@ Use same settings as my incoming mail server

Log on using

lser Mame: | |

Passwiord: | |

Remember password
[ ]Reguire Secure Password Authentication (SPA)




20. Click on the box “My outgoing server (SMTP) requires authentication”, click on OK as shown

[~

® Internet E-mail Settin gs

COutgoing Server | Connection | Advanced

[¥]#y outgoing server (SMTF) requires authentication;

= SE LN [ QI g 1 I=

i) Log on using
Ilser Mame:
Passwiord;
Remember password
Reguire Secure Password Authentication (SPA)

Lo |

Cancel




21. Below screen appears, click on Next

- Add Mew E-mail Account

Internet E-mail Settings

Each of these settings are required to get your e-mail account working.

User Information

Your Mame:

E-mail Address: test@tessolve,com

Server Information

Account Type: IMAP IE'
Incoming mail server: outlook.office 365.com

Qutgoing mail server (SMTP) smip.office355.com
Logon Information

Lser Name: test@tessolve, com

Password: [
emember password

[ Reeguire logon using Secure Password Authentication (SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
button below. (Requires network connection)

[ Test Account Settings ... ]

Mare Settings ...

< Back [ Cancel ]




22. Click on Finish

Congratulations!

You have successfully entered all the information required to setup your
account.

To cose the wizard, dick Finish.




23. Launch Outlook as shown below,
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24. Below Screen Appears check your Email ID, Click on OK button.

@ Microsoft Outiook
i File Edit View Go Tools Help
i Search address books ) 5

¥ @« @ @dE 9

Type a question for help

x

-

Profie Name: [feSt@tessoercon] [ [ New... |

ok ] [ cancel ] [options »>]

® 2006 Microsoft Corporation. All rights reserved.



25. Now, your outlook profile is configured and it will start downloading all your mails.

[ Inbox - Microsoft Outlook
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