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Step 1

Click on Outlook 2016 (see below).

u Optional Features

. Oracle VM VirtualBox

osu!

Paint 3D

pasnt.net

People

Phone Companion

Photo Gallery

Step 2

If this is the first time set up, you will see the welcome screen, click on “Next” to continue. Then you'll be
asked to “Add and Email Account”, tick “Yes” and click on “Next” button.

'Welcome to Microsoft Outlook 2018 4

Welcome to Qutlook 2016

Outlook helps you manage your life with powerful toals 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 Qutlook Account Setup x

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, IMAP, and Exchange ActiveSync
accounts,

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

O no

-

< Back Cancel

If you already have an email account set up, you can add another email account by click on “File”, then
“Add Account” as shown below

©

Account Information

Open & Export

Inbox - postmaster@be

! postmaster@belxpress.com
=L imap/sMTP

[ 4= Add Account ]

Save As

F‘ ‘ Add an e-mail account or other connection,

adt Change settings for this account or set up more connections.
Account

Settings ~
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Step 3

Choose “Manual setup and additional server types”, click on “Next”

Add Account X

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

O E-mail Account

Your Marne:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.cam

Password:
Retype Password:

Type the password your Internet service provider has given you,

(@Man"alse’rupmaddml\alsewﬂtrpﬁ )

< Back | I Cancel

Step 4

Kindly choose “POP or IMAP” and click on “Next”

Add Account x

Choose Service

O 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 Cancel
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Step 5

Follow the setup as shown below to add email account information, then, click on “More Settings” (DO
NOT click “Next” at this screen)

Add Account X

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

User Information Your name Test Account Settings

Your Name: (John Lennon ) We recommend that you tes IMAP vs POP3
the entries are correct.

Email Address: (gg.: john@beatles,comv) your full email address See comparison on

AT Eoamaon click to select POP or IMAP : the last page!

Account Type: IMAP —

Incoming mail server: reg‘: mail.company.oom‘ Automatically test account settings when Next

(s cicke
Your lncomlngﬁ 6utgolng server

2(sona s seves SR/ eg - mall.company.com (normally will be the same)

LogonInformation v, £,1| email address and password
User Name: (eg.: john@beatles.com )
== Mail to keep offline: All
Password: Illll!ll1
\ J )

Remember password

[[J Require logon using Secure Password Authentication

===

<k [ met> ][ cancel

CAUTl O Nof you are choosing POP3 as the account type, you can only set up your email in ONE

computer or device. If you want to sync your email across multiple computers or devices (smartphone,
tablet), you MUST use IMAP access protocol.
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Step 6

You’ll be on the “General” tab, specify your organization name and reply email address (when recipient
reply your email)

Interret E-rmasl Settings =

Dutgoing Server  Advanced

PAsIl Acoasandt

Ty the pame By which yau want ta reler 1o thit acéount. Far
erample: Work™ ar "Mizrosoft Mail Server”

eg.: john@beatles.com
Othaer Lhier Infarmaticn

Qwganizatior: | eg.: BEL Technology Sdn Bhd
Beply E-mait | BE.! john@beatles.com

Cance

Step 7/

Click on “Outgoing Server” tab on the top.

IMPORTANT: MUST tick on “My outgoing server (SMTP) requires authentication”. Then, you

may manually specify your login (email address and password) OR just simply choose “Use same settings
as my incoming mail server”

Internet E-mail Settings x

General (Qutgoing Server) Advanced

- - ™\
EMy outgaing server [SMTP] requires authentication:
@gse same settings as my incoming mail server
OI__og on using
Eemember password
Reguire Secure Password Authentication [SPA)
\ S

Cancel
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Step 8

Click on “Advanced” tab on the top, change your “Outgoing server (SMTP)” to 587 (Important!). Then
click on “OK” to go back to “Add Account” page

Internet E-mail Settings > Use 993 if SSL/TLS

General Cutgoing Server

Server Port Numbers
B O0Sse one O of0,
Incaming server [IMAF): Use Defaults ot possess a

Use the following type of encrypted connection: | Mone € ate Toryo

d 0, aSed
Server Timeouts e ate fo e
Short W@ Long 1 minute doma
Folders

Root folder path:

Sent ltems
|:| Do not save copies of sent items Use 465 if SSL/TLS

Deleted ltems

|:| Mark items for deletion but do not move them automatically

Iltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Eurge items when switching folders while online

TIPS: What is SSL certificate?

“The primary reason why SSL is used is to keep sensitive information sent across the Internet
encrypted so that only the intended recipient can access it. This is important because the
information you send on the Internet is passed from computer to computer to get to the
destination server.”

NOTE: Some Email Apps such as GMail or Outlook require SSL certificate nowadays in order to set up an email

account on iOS (iPhone/iPad/iPod), it’s strongly recommended getting the SSL certificate for your domain
today.

Please do not hesitate to contact us (support@belxpress.com) for ‘SSL for your domain’. Get your SSL
today!

Further details - https://www.globalsign.com/en/ssl-information-center/what-is-an-ssl-certificate/
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Step 9

Click on “Next” to complete the settings...

Add Account k4

POF and THAF Account Settings
Enter the mad server settings for your scoount.

User infosnmation Test Arcount Settings
Your Name: eg.: lohn Lennon W recommend that you test yowr sccount ta ensure that
_ thee enilries bie cofrect.
Email Address: eg.: john@beatles com
Server Information
Test Account Settings ...
Arcount Type: IMAR
p Automatically test account gettings when Ned
Incoming mail senver: £g.:mail.company.com is elicked
Dutgaing mail server (SMTPE: | eg.'mail.company.com
Legan Information
ser Hame: eg.: john@beatles.com
Mpil to beep offline: AN
Eﬂmm\d-_ TR TR .

] Remembeer passwenrd
Dmlu legon using Seoure Passweord Authentication

Click on “Close” once tested, then click “Finish” on the next screen

Test Account Settings

Congratulations! All tests completed successfully, Click Close to Stop

continue,
E  Close I

Tasks  Errors

Tasks Status
\/Log onto incoming mail server [IMAF Completed
V/Send test e-mail message Completed

Add Account

You're all set!

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

Add another account...

S ()|
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Step 10

You’'re done. Congratulation! You can start using your Outlook 2016 now

Inbox - postmaster@belxpress.com - Gutlook

File ome Send / Receive Folder
F E‘,\ H 0 v
p ~ —~ T
= Bignore e | (O (E(l (3 EMecing |2 Voveta? £ To Manager Yoo £ | - =
N N 7% Clean Up~ ol e Reots Forod Team Email €2 Reply & Delete " REll =T BT EE Address Baok SR
ew  New elete | Reply Reply Forward [ piore - _ ove Rules  Unread/ Follow end/Receive
Email ltems - & Junk - Al C # Create New - - Read Up- Y FerEmaile " aypoiger:
New Delete Respond Quick Steps 5 Move Tags Find Send/Receive ~
4 Favorites Search Current Mailbox (Ctrl=E) O | Current Mailbax ~ 2 Reply G2 Reply All €3 Forward
13 ) All  Unread By Date ™  Mewest Micrasoft Outlook <postmaster@belxpress.com > Postmaster 12:32 PM
Sent .
< Today Microsoft Outlook Test Message o
Trash .
Microsoft Outlook
Microsoft Qutiook Test Message 12:32 PM o ) 3 . .
.« postmaster@belxpress.co This is an e-mail message sent automatically This 1s an e-mail message sent automatically by Microsoft Outlook while testing the settings for your
account.
Tnbox 1 4 Last Week
Drafts Mail Delivery System
e Postfix SMTP server: errors from mail-us1f... Tue 10/8
Transcript of session follows,
Trash
Mail Delivery System
Junc [24) Postfix SMTP server: errors from mail-vs1f... Tue 10/9
Outbox Transcript of session follows,
RSS Feeds root
Search Falders Poliey Limit Alert - Hosted Domains Tue 10/9
Oct 916:10:38 belpress-2 policyd[4382]:
Mail Delivery System
Postfix SMTP server: errors from mail-vs1-f... Tue 10/9
Transcript of session follows
Mail Delivery System
Postfix SMTP server: errors from unknown... Tue 10/9
Transcript of session follows,
4 Three Weeks Ago
NUR LIAYANA YUSOFF !
RE: CINC - SURVEY AND INSTALLATION 160, 9/28/2018
Hi Siti,
» Cron Daemon
= & g .- Cron <root@belxpress-2> fusr/local/bin. 9/26/2018
ALERT: Total mail queue is exceeded s
Filter applied Connected O @ - 1 100%
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IMAP vs POP3

Both POP (Post Office Protocol) and IMAP (Internet Message Access Protocol) allow people to get access
to their email from a remote server; however, that is where most similarities end.

POP3 IMAP

e Consumed less bandwidth (a bit faster if e Consumed more bandwidth (a bit slower if
your Internet slow) your Internet slow)

e Once retrieved, NO backup in the server e Your mails (sent/received) will be stored in
(unless special settings). Less storage local computer/device and remote server
consumed in server if storage is your (backup)
concern. e You can use multiple computers and

e Your mails will be stored in the local devices (phone, tablet) to check/send your
computer ONLY (unless special settings email (mail sync)
supported) e If you lost your computer/device, you can

e  Your mail will NOT SYNC if access with always sync back your mails from remote
different computers or devices (NOT server (provided that your mails are not
recommended for multiple devices) deleted from your computer/device)

DO NOT mix POP3 and IMAP for your multiple computers’ setup in a single email

account. If either one of your computers or devices has been set up as POP3 access protocol, email-sync
will NOT be working correctly. Bear in mind, POP3 only for ONE computer or device.
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