rediff.com

To set up Business Email on Outlook 2010 and higher:

1. If you’ve never used Outlook before, it will prompt you to create a new
account. In that case, skip ahead to step 2. If you’'ve previously used
Outlook and it doesn’t prompt you, click the File tab, then the Add Account

button:
Home Send / Receive Folder View
Account Information
No account available, Add an e-mail account to enable additional features.
Info gp Add Account
Open
§ Account Settings
Print :{B-LH Modify settings for this account and configure additional connections.
Account
Help Settings =
=] Options
@ Exit " Mailbox Cleanup
= '}’ Manage the size of your mailbox by emptying Deleted [tems and
" archiving.
Cleanup
Tools~

2. When this window appears, leave the spaces empty, choose the Manually
configure server settings or additional server types option, then click Next.

Add New Account

Auto Account Setup
Connect to other server types.

(") E-mail Account

(_) Text Messaging (SMS)

I (®) Manually configure server settings or additional server types

ek cance'




3. Choose Internet E-mail, and then click Next.

Add New Account

Choose Service

(@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

-:::Z- Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
) Text Messaging (5MS)
Connect to a maobile messaging service.
() Other
Connect to a server type shown below,
Microsoft Outlook Hotmail Connector

Cancel

4. This is the window where you’ll enter our server settings as follows:

e Your name — User-defined.

e Email address - enter the complete email address you are setting up
e Account Type — POP

e Incoming mail server - pop.rediffmailpro.com

e Outgoing mail server (SMTP) - smtp.rediffmailpro.com

e User Name- enter the complete email address

e Password — Password of above email id

e Select on remember password

Click on More settings... button




Add New Account

Internet E-mail Settings

Each of these settings are required to get your e-mail account working.

User Information

Your Mame: test

E-mail Address: test.a@csdemo.in
Server Information

Account Type: POP3

Incoming mail server: pop.rediffmailpro. com

Qutgoing mail server (SMTP): smip.rediffmailpra.com
Logon Information

User Name: test.a@csdemo.in

Password: PU————
Remember password

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

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below, (Requires network connection)

Test Account Settings ...
[ Test Account Settings by dicking the Next button
Deliver new messages to:

) Mew Outlook Data File
{_) Existing Qutlook Data File

More Settings ...

Cancel

5. A new “Internet E-mail Settings” window appears.

Internet E-mail Settings

General] ©Outgeing Server | Connection | Advanced

My outgoing server (SMTF) requires authentication
'I' Uze same settings as my incoming mail server

I_JLog on using

() Log on to incoming mail server before sending mail

6. Inthe
“Outgoing Server”
tab, check My
outgoing server
(SMTP) requires
authentication and
make sure Use same
settings as my
incoming mail server
is selected:




Configure on Secure Ports

Incoming server (POP3): 995

CHECK this server requires an encrypted connection (SSL)

Outgoing server (SMTP) : 586

Use the following type of encrypted connection: SELECT SSL

Leave a copy of message on the server =>> check or uncheck its user-defined
Click OK to close the “Internet E-mail Settings” window.

Internet E-mail Settings

Generd | Outgoing Server | Connecton| Advanced

Server Port Numbers

Incoming server (POP3): | 995 Use Defaults
|¥| This server requres an encrypted connection (55L)

Qutgoing server (SMTP): | 586

Use the following type of encrypted connection:  SSL v
Server Timecuts
Short Long 2 minutes 50 s2conds
Delivery

[v|Leave a copy of messages on the server
|_|Remove from server after | 14 |4 days

[ ]Remove from server when dzleted from Deleted Items'

SSL




8. Click Next. Outlook will test the settings, then should tell you that “all tests
completed successfully”:

Test Account Settings

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

Tasks | Errors

Tasks Status
w./‘Ll:ug onto incoming mail server Completed
\/SEI'ld test e-mail message Completed

If Outlook tells you a test failed, double-check to be sure you’ve entered the
settings correctly.

9. If the “Test Account Settings” window is still open, click Close to continue.

Click Finish to finish the wizard.

Congratulations!

You have setup mailbox successfully!




