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Go to File in the top menu. 

Then click “Add account” 

 

 

Click on Manually configure then next button 
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Click on Internet Email then next button 

 

 

We will provide you the details to complete this section.  Once you’ve entered the details, click “more 
setting” button. 
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If you’re using your internet provider for your outgoing server, then keep this screen clear and click on 
the advanced tab. 

 

Tick to leave a copy on the server and adjust the number of days – no longer than 14 days to avoid 
storage issues on the server, then click OK. 
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Note:  you can click on test account settings to check everything is running correctly. 

 

It will then take you back to the details screen.  Now click ok and you’re done. 

 

 


