How to Set Up Your IMAP Email Address in

Outlook (classic) for Windows wicrosoft Outlook 2019
MSO (Version 2602 Build 16.0.19725.20126) 64-bit

Setup Outlook for PC for the first time

1. Open “Outlook (classic)” on your PC.
i QOutlook (classic)

2. Tap “File” and make sure you’re on the “Info” page.
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3. Tap “Add Account”



©

Account Information

() Info

= Open & Export

F‘/ Save As

@ Print

IMAP/SMTP

F| john.doe@dreamersi.net
=

’ + Add Account I
=

Account
Settings ~

Manage Rules
& Alerts

Account Settings

Change settings for this account or set up more connections.
= Get the Qutlook app for iOS or Android.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted Items and archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive
updates when items are added, changed, or removed.

4. Enter your email address. (e.g., john.doe@dreamersi.net)

e Outlook

Email address

Jjohn.doe@dreamersi.net

No account? Create an Outlook.com email address to get started.

Advanced options v

5. Tap “Advanced options”
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& Outlook

Email address

Jjohn.doe@dreamersi.net

No account? Create an Qutlook.com email address to get started.

6. Check “Let me set up my account manually”

7. Tap “Connect”.

&R Outlook

Email address

[john‘due@d{eamemi‘net ]

Advanced options ~
Let me set up my account manually

Connect

No account? Create an Outlook.com email address to get started.
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Email address

[john‘doe@d{eamersi‘net ]

Advanced options ~
Let me set up my account manually

No account? Create an Outlookcom email address to get staried.

8. Select “IMAP” for the email provider.
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9. Enter your password, and tap “Connect” .



IMAP Account Settings

john.doe@dreamersi.net (Not you?
Password

[i.i. fé\]

10. Enter the following information, and tap “Next”.

Incoming server
e Server: imap.dreamersi.net
e Port: 993
e Encryption method: SSL/TLS




IMAP Account Settings
john.doe@dreamersi.net

Incoming mail

User name | john.doe@dreamersi.net ‘

Password

EREEEREERA R ‘

Remember password

Server \'imap.dreamersi.net ‘ Port | 993 ‘

Encryption method | SSL/TLS v ‘

[] Require logon using Secure Password Authentication (SPA)

Outgoing mail ~

Next
Outgoing server
e Server: smtp.dreamersi.net
e Port: 465
e Encryption method: SSL/TLS
IMAP Account Settings
administrator@qal01.dreamersi.net
Incoming mail v
Outgoing mail -
Server |smtp.dreamersi.net l Port |465 |

Encryption method \SSL,"TLS v|
Server timeouts —+————

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

My outgoing (SMTP) server requires authentication

© Use same settings as my incoming mail server

) Log on using user name and password




11. Wait until the signing process is complete, and tap “Done”.

R Outlook

Account successfully updated

How to Delete the Account You Set Up

1. Tap “File” and make sure you’re on the “Info” page.
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2. Tap “Account Settings”
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= Open & Export
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E(} Manage the size of your mailbox by emptying Deleted Items and archiving.
Tools

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

3. Tap “Account Settings”
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Ibox by emptying Deleted Items and archiving.

@ Print
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Change Profile

|=R Restart Mlcrruscf't OQutlook and
choose a different profile.

email and receive

your i

Manage Profiles
led, changed, or removed.

3
@ Add and remove profiles or change
existing profile settings.

4. Tap the account you want to delete

Account Settings

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

Internet Calendars Published Calendars Address Books
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& New.. ¥ Repair.. & Change.. @ Set as Default X Remove % &

Tj"pE
IMAP/SMTP (send from this account by default)

Name

d ]oHn.aoe@dreamersLnet

5. Tap The “Remove”




Account Settings X

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

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

%d New... % Repair.. & change.. @@ Set as Default *

Name Type
@ john.doe@dreamersi.net IMAP/SMTP (send from this account by default)

6. Tap “Yes”.

-
{ Microsoft Qutlook

LI\ Careful, if you remove this account, its offline cached content will be deleted. Learn how to make
=% 3 backup of the offline .ost file.

| Do you want to continue?
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