How to setup Outlook 2019 with an email client:

To begin, you are going to want to have Outlook already installed, and opened
e Once Outlook is opened, in the top left corner, chose the file tab

Inbox - prrttest@prt.org - Outlook

Account Information

FI pmittest@pmt.org
IMAP/SMTP

@ Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems and archiving,

Rules and Alerts

&
o Use Rules and Alrts to hlp organze your incoming email messages, an receive
Manage Rules | updates when tems are added, changed, or emoved.

& Alerts

F Slow and Disabled COM Add-ins

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

Mail Setup - Qutlook >

Email Accounts

Setup email accounts and directories. Email Accounts... I

N
Data Files

4 Change settings for the files Cutlook uses to
& store email messages and documents.

Data Files... |

Profiles

Setup multiple profiles of email accounts and
data files. Typically, you only need one,

Show Profiles... |

Close |

You should see the following window appear, select New:




Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files RS55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

oy Mew...
Mame Type
Qépmttest@pmt.nrg IMAR/SMTP [send from this account by default]

Close

e If you are just setting up a normal email such as Gmail, or Hotmail, enter your info under
E-mail Account and hit Next to complete setup:



Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts.

@ Email Account
Your Mame: John Doe

Example: Ellen Adams

Email Address: johndoe@gamil

Example: elleni@contoso.com

Password: HEREEFEE

Retype Password: ********|

Type the password your Internet service provider has given you.

(::l Manual setup or additional server types

: Back Cancel Help

If you are setting up an email through a client such as PMT for example, choose
Manually configure server settings or additional server types then click Next. Select
POP or IMAP and click Next again



Add Account

Auto Account Setup

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

() Email Account

Your Mame: |

Example: Ellen &dams

Ernail Address: |

Example: ellen@contoso.com

Passweord: |

Retype Password: |

Type the password your Internet service provider has given you,

@Mamﬂsempmadﬁﬁnndwiypes

< Back




Add Account

Choose Your Account Type

() Microsoft 365
Automatic setup for Microsoft 365 accounts

(®) POP or IMAP
Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync

Help

Enter your information including the incoming and outgoing servers (usually
mail.yourwebsite.com), and whether you are setting up POP or IMAP (IMAP is
recommended) then choose the option More Settings




Add Account

POP and IMAP Account Settings

User Information

Your Name: John Doe

Email Address: pmttest@pmt.arg
Server Information

Account Type: IMAP

Incoming mail server: mail.pmt.org
Outgoing mail server (SMTFE | mail.pmt.org

Logon Information

User Name: pmttest@pmt.org
Passwaord: ***x**u*|
Remember password

(SPA]

Enter the mail server settings for your account.

|:| Require logon using Secure Password Authentication

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 MNext

is clicked

Mail to keep offline: All

Cancel

More Settings ...

Help

e |In more settings, chose the tab Outgoing Server, and if your server requires

authentication, which most do, select the My outgoing server box




Internet Email Settings

General Cutgoing Server  Advanced
My outgoing server (SMTF) requires authentication
@ Use same settings as my incoming mail server
(::l Log on using
dser Mame:
Passweord:

Remember password
Require Secure Password Authentication [SP4)

Cancel

Hit OK, then hit Next




Outgoing mail server (SMTFE | mail.pmt.org

Logon Information
User Mame: pmttest@pmt.org
Mail to keep offline: All

Passwaord: ***x**u*|
Remember password

|:| Require logon using Secure Password Authentication
[SPA)

Add Account
POP and IMAP Account Settings

Enter the mail server settings for your account.
User Information Test Account Settings
Your Mame: John Doe We recommend that you test your account to ensure that

the entries are correct.
Email Address: pmttest@pmt.org
Server Information
Test Account Settings ...
Account Type: IMAP e
: : . - Automatically test account settings when MNext

Incoming mail server: mail.pmt.org ic clicked

More Settings ...

Help

If done properly, the next screen will say complete, and should look like this:

Test Account Settings

Congratulations! All tests completed successfully, Click Close to Stop

continue.
Close

Tasks  Errors

Tasks Status
\/Lng onto incoming mail server [IMAF] Completed
v’Send test email message Completed

Your email is now hooked up, and you should see an email from Outlook that confirms

the email is setup properly and is working.




Send /Receive  Folder  View

File Home
= B Sree ]

+ ™ a % Clean Up ~ =
New New | New Delete Archive
Email hems~ | Meeting | AQJunk~

New | Teamviewer Delete

e All  Unread ByDate v 7T

~ Today
Microsoft Outlook
1011 AM

Microsoft Outlook Test Me.
This is an email message

> LastWeek
> Three Weeks Ago

> Older

Filter applied
e

Help
5 5 7 Bvesting | Bvioverorr =5 To Manager Eﬂ e 5[] Search People ) | b
9 57 B =i S eamemail |~ Done = @4 0o E Address Book A 5%
Reply Reply Forward e bete P Crosen Move Rules OneNote | Unread) Categorize Follow Read | Translate

Al Bty More eply & Delete reate New -~ - Read -~ p~ | N FilterEmail~ | Alous -

Respond Quick Steps [l Move Tags Find Speech | Language
Microsoft Outlook Test Message
e 4 Rep onwar -

Microsoft Outlook <pmttest@pmt.org> O Reply | € Reply Al | > Forward

To © John Doe None
This i Il message sent by Microsoft O testing the settings for your account.

ey o in] = + 100




