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Welcome to Microsoft Qutlook 2016 >

Welcome to QOutlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.
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Microsoft Outlook Account Setup e
Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Outlook also works with POP, IMAF, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

Cancel

@ oz SSlST 0,8 a8lal gl p wl 0,5 IS 4T L g 00405 5L |, Outlook 2016 4l , L3 Leis ,51 Ll

Swled SIS Add Account a5 gg, » g a8, File g5

info @kian

Send / Receive

l._l 5 Ignare x
=4 | %= Clean Up~
Mew - Delete
Email Items~ &9 Junk~
MNew Delete
4 Favorites
Inbox
Sent ltems

Folder View

Search Sent ltems (Ctrl=E)

All
4 Today

e A e
Y FLA o : Move to: 7 &3 To Manager
| ( |_ < [Fq Meeting
- EI Ft_(l- - 6‘1 Team Email v Done
Py :le orward 5§ More - Ef-ﬂepty&[]elele ¥ Create New -
Respond Quick Steps [

£ | Current Folder - £ Reply 15 Reply Al £

Newest + Negar Ghazv

Unread By Date ~
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Account Information
Open & Export . e
Save At = POP/SMTP
Save Attachments
Account Settings
Pron ad Change settings for this account or set up more connections.
Account
Settings -
= Mailbox Cleanup
~ Manage the size of your mailbcx by emptying Deleted hems and archiving.
Cleanup
Took -
a Rules and Alerts

1 Use Riules and Alerts to help organize your incoming £-mail messages, and receive
Manage Rubes updates when items are added, changed, or removed.

Next s, » ¢ Jld |, Manual setup or additional server types au ;5 5 oo ol o, o

Add Account xX

Auto Account Setup
Outlook can automatically configure many email accounts,

Your Mame:

Example: Ellen Adams

E-mail Address:
Example: ellen@contoso.com

Password:

Fetype Password:
Type the password your Internet service provider has given you.

Dﬂanﬂal setup or additional server types

I < Back |I Hext > I Cancel

AS SUSNext g9, 9 ol 1, POP or IMAP a5 s
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Add Account *
Choose Service
D Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
Connect to a POP or IMAP email account
< Back Hext > Cancel

s gl o IS8 wile | Slandss s

S olg 1y 59> sb Your Name cwad ;o -1

SS 8,lg 1, 095 uos! w0 Email Address cwd o -2

A bl |, POP3 4 35 Account Type ced o -3

S Mg 1y b Juesl oasS” 28l jo server <UL Incomming mail server dp cwud o -4
S Mg |y b uesl oasS” b yo server U L Ip <Outgoing mail server cwd ,o -5
S o,lg Mail Server a4 54,9 51, |, Account 5,5 U User Name cwond jo-6

Saled o)l5 1, Account js.e o, PasSWOrd cued o
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bl SLIS More settings (s 435 (g5, 2
Add Account =

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

User Information Test Account Settings
Your Name: lkian pardaz hooshmand I 1 We recommend that you test your account to ensure that
the entries are correct.

Email Address: [info@kian-ph.com |
Server Information

Account Type: |paps ) I 3
Incoming mail server: 4 ﬁu:lfcrg:tdlcallr test account settings when Next

Qutgoing mail server [(SMTF): Im,“_ki;n-ph.:om I 5 Deliver new messages to:

Logon Information (®) New Outlook Data File
(C) Existing Outlook Data File

| Test Account Settings ...

User Name: Iinfo@kianvph.com
Password: I“.“.“." I ¥ Browse
[#] Remember password
|:| Reguire logon using Secure Password Authentication
Pz 8 More Settings ...
< Back ext > Cancel

My Outgoing (s au;5 S (IS b ¢ a8, Outgoing Server cuod 4 ool yalls (5 o, o

Ay 1, Server(SMTP) Requires athentication
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Internet E-mail Settings X

General | Qutgoing Server | Advanced

@gse same settings as my incoming mail server

D Log on using

Remember password
Require Secure Password Authentication (5PA)

O Log on to incoming mail server before sending mail

Cancel

outgoing) 4 110 (g4, ,I, Incoming server (POP3) 4 oo Advanced s o,ly a5 al> 0 o

S SIS, 0K (5 43S e 9 9020 1,825 54, |, server (SMTP

29 89y » S o Led pliw I Laeve a copy of messages on the server ¢ 4535 S5 05 b

I PIRVPE:-

A awles o a5 0S5 remove from server after 14 days (¢ aoSs 05 b auly oo Leds

High Bd> jg,m 5l s play 59, sz
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Internet E-mail Settings

General Outgoing Server| Advanced

Server Port Numbers

Incoming server (POF3): Im. Use Defaults

D This server requires an encrypted connection (55L)

Dutgoing server [SMTP):

Use the following type of encrypted connection: | MNone

Server Timeouts
Short @ Long 1 minute

Delivery
ml__eave a copy of messages on the server
E Bemove from server after |14 3| days

D Remove from server when deleted from "Deleted Items’

X

L

Cancel

oy, Sl b bl o)1 85 Como aS 0gd o0 5L (gl o,x Test Account Settings  aeSs o5 L

L sl )0 005 o0 Jloyl 5 aind el S ialesl sl g dmo e )13 alesl 050 1) a5 50
6 ooaline 5l o o Jlayl g il o jo AStie a5 Casl sils asrine K5y e S5 Cdle ioles
Swles SIS close asSs g, 0 o)

www.kian-ph.com sl

Test Account Settings

Congratulations! All tests completed successfully, Click Close to
continue.

atop

Close

v/ Send test e-mail message

Errors
Tasks Status
\/Lng onto incoming mail server (POP3) Completed
Completed
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Add Account

You're all set!

We have all the information we need to set up your account.

Add another account...

< Back
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