Add an Account in Outlook
Introduction
If you have the right information, setting up a new Outlook account can be easier than you think! Let’s get started.
Before you begin
Make sure you have the server information for your email address. This includes information such as server addresses and encryption and port number information.
If it’s an email address you received from your Internet Service Provider (ISP), you can probably find this information on their website. If the email came with web hosting (e.g., you@yourdomain.com), your hosting provider has this information. They may have emailed it to you when you signed up, and it should also be available on their website.
Open Outlook
To add a new email account, we must first open Outlook. These instructions provide steps for searching for Outlook in the Start menu; if Outlook is already in your taskbar, open it there.
	Step
	Action

	a
	Click the Start menu.
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	b
	Start typing “Outlook” in the search bar.
	

	c
	Click Outlook.
	

	Result: Outlook opens.





Click Add Account
Once Outlook is Open, find and click the option to Add Account.
	Step
	Action

	1
	Click File.
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	2
	Click Add Account.
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	Result: The Add Account screen displays.





Begin Account Setup
Once on the Account Setup screen, begin entering the information for your email account.
	Step
	Action

	a
	Type your email address.
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	b
	Click Advanced Options.
	

	c
	Select Let me set up my account manually.
	

	d
	Click Connect.
	

	Result: The Account Type screen opens.


Select the Account Type
You’ll need this information from your email provider. However, most newer accounts use IMAP protocol. Click the appropriate account type, and the Account Settings screen will appear.
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Enter Account Settings
This information must also come from your email provider. It must be correct for setup to complete; if you don’t have the information in front of you, check with your email provider.
	Step
	Action

	a
	Type the Server address for incoming mail.
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	b
	Type the Port number for the incoming mail server.
	

	c
	Select the Encryption method for the incoming mail server.
	

	d
	If the incoming mail server requires logon, check the box.
	

	e
	Type the Server address for outgoing mail.
Tip: This may be the same as for incoming mail.
	

	f
	Type the Port number for the outgoing mail server.
[bookmark: _GoBack]Tip: This is not the same as for incoming mail.
	

	g
	Select the Encryption method for the outgoing mail server.
Tip: This may be the same as for incoming mail.
	

	h
	If the outgoing mail server requires logon, check the box.
	

	d
	Click Next.
	

	Result: The Account Type screen opens.





Enter Your Password and You’re Done
	Step
	Action

	a
	Type your Password.
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	b
	Click Connect.
	

	Result: The screen closes and the new inbox screen appears.


If Successful
If this process works correctly, you’ll see the Inbox for the new screen and a test message should appear in it. You’re all set!
If Unsuccessful
If there’s an error message or you’re unable to see the test message in the inbox, verify that the server information as well as your email address and password are correct and try the process again. Contact your email provider if necessary.
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