How to Set Up an Email Account on Android (Easy Guide)

Step 1: Download the Outlook App

e If you don’t have the Outlook app on your phone, go to Google Play Store.
e Search for Outlook and install the app.
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Step 2: Open the Outlook App

e After installation, open the app.
o Type your email address and tap on “Continue”.
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Step 3: Choose Account Type
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e Select Work or School as per your need.

B2 Microsoft

We need a little more
help

It looks like this email is used with more
than one account from Microsoft. Which
one do you want to use?

Work or school account
Created by your IT
department

Personal account
R creaeabyyou

Tired of seeing this? Rename your
personal Microsoft account

Step 4: Choose Email Type

e IMAP (Recommended) — Sync emails on multiple devices.

e POP3 — Emails are stored only on one device.
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Step 5: Enter Your Email Details

e Password: Type your email password.
e Display Name: Enter your email name.
e Description: Choose Work or School.
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e Tap on Advanced Settings.

Desplay Name (example: Mike Rosoft)

Description (example: Work)

work

ADVANCED SETTINGS

Step 6: Enter Mail Server Details
Incoming Mail (IMAP)

e IMAP Server: mail.yourdomain.com (Example: mail.abc.com)
e Port Number: 993 (With SSL) or 143 (Without SSL)

e IMAP Username: Your email address

e IMAP Password: Your email password

Outgoing Mail (SMTP)
e SMTP Server: mail.yourdomain.com (Example: mail.abc.com)
e Port Number: 465 or 587 (With SSL), 25 (Without SSL)

e SMTP Username: Your email address
e SMTP Password: Your email password
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IMAP Lsemame (example: mike rosoft) =
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SMTP Outgoing Email Server

SMTP Host Name (e g smtpd.. *

faxamole: mike rosoft) *

Step 7: Save & Finish

e Tap on the tick mark (V) on the top-right corner.
e Your email setup is complete!

Troubleshooting
e If you face issues, try changing the port numbers as mentioned above.

Check if your email and password are correct.
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Setting up mail on Outlook app for iPhone

Step 1- Open the Outlook app

Open the Outlook app on your iPhone.
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Outlook

Note: If you already have an existing email account added to the Outlook app, follow the

steps below:

Click your profile in the upper left corner.

Click the settings icon in the bottom left corner.
Click Add Email Account

Type in the email address and click Add account.
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Type in the email password and click Sign In.

Step 2 - Enter your email address

Type in the email address you want to set up and click Add account.
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Add Account

Enter your work or personal email

mail@one-example.com| h

Add Account

Create New Account

82 Sign in using the QR code on your computer

Privacy & Cookies
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Step 3 - Type in your credentials
1. Typeinthe email password.

2. Click the button Use Advanced Settings.
3. Click SignIn.
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IMAP

mail@one-example.com
IMAP Password h

Display Name

Email Address

Mary Jones

Description

Work

Use Advanced Settings q

Sign In

Step 4 - Check your settings

1. Now, check your settings, and make sure they are correct and that you type in your email
passwerd under both the IMAP password and SMTP password.
2. Click Sign In if the settings are correct.

See the settings below:

= IMAP Incoming Email Server settings:

= IMAP Hostname: imap.one.com

= IMAP Port: 993

* IMAP Username: the email address you're adding.

= IMAP Password: the password for the email address, same as you use when logging in
to Webmail

«  Port Security: SS5L

=  SMTP Outgoing Email Server settings:

*  SMTP Hostname: send.one.com

= SMTP Port: 465

= SMTP Username: the email address you're adding.

= SMTP Password: the password for the email address, same as you use when logging in
to Webmail.

*  Port Security: SSL

D datainmeta



10:00 all T G
< Not IMAP (2)

IMAP Incoming Email Server
IMAP Hostname

imap.one.com

IMAP Port
993

Port Security SSL >

IMAP Username

mail@one-example.com

—

SMTP Outgoing Email Server

IMAP Password

SMTP Hostname

send.one.com

SMTP Port
465

SMTP Outgoing Email Server
SMTP Hostname
send.one.com

SMTP Port
465

Port Security SSL >

SMTP Username

mail@one-example.com

Use Advanced Settings ()

SMTP Password
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Step 5 - Go through privacy settings
Lastly, click through the privacy settings steps to complete the setup.
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Your Data, Your Way

We've updated Outlook's privacy settings to let
you know what data we collect and how we use it.
When you entrust your data to Office, you remain
the sole owner of that data.

We collect required diagnostic data to keep your

apps secure, up-to-date, and performing as
expected on the device it's installed on.

Learn more

Step 6 - Done!

Congratulations. You've now added the email account to the Outlook app for iPhone.

Note: It can take a few minutes for your emails to download and appear in your inbox.

Outlook Configuration Setup:

1. Open Outlook and select File.
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2. Click Add Account.

Account Information
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3. Check Manual setup or additional server types and click Next.
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4, Select POP or IMAP and click Next.

© POP or IMAP:
% Connect to a POP or IMAP email account

Choose Service
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5. Enter Your Name and E-mail Address.

6. Select POP3 as your account type.

7. For Incoming mail server, enter mail.domainname.com (exactly as shown here).

8. For Outgoing mail server (SMTP), enter mail. domainname.com (exactly as shown here).

9. In Logon Information enter the e-mail address and password that we created in the control panel.
10. Click More Settings.

| Add Account ‘ = ‘
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: John Smith We recommend that you test your account to ensure that
the entries are correct.
Email Address: username@example.com
Server Information
Test Account Settings ..
Account Type: POP3 E
. . X . . | Automatically test account settings when Next
Incoming mail server: mail.domain.com |s clicked v 9
Outgoing mail server (SMTP: | mail. domain.com Deliver new messages to:
Logon Information @ Mew Outlook Data File I
User Mame: usemame®example.com () Existing Outlook Data File
Password: S Browse '

Remember password

|:| Require logon using Secure Password Authentication

<Back || Net> | [ cance |

11. Select Outgoing Server and check My outgoing server (SMTP) requires authentication.
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Internet E-mail Settings

General | Qutgoing Server |A|:hnan(ed

My outgoing server [SMTP] requires authentication:
@) Wse same settings as my incoming mail server

) Log on using
User Rlame:
Password:

Bemember password
Reguire Secure Password Authentication [SPA)

[ oK ] [ canca ]

12. Select Advanced.
13. For Incoming server (POP3) enter 995 and select SSL.

14. For Outgoing server (SMTP) enter 465 or 587 and select SSL.

15. Under Delivery, check Leave a copy of messages on the server and Remove from server after 14

days (it is recommended to not set that higher than 14 days.)

16. Click OK and then Next.

¥ i}
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Internet E-mail Settings

_General | Outgoing Server | Advanced |

Server Port Numbers

Incoming server (POP3): 995

[¥] This server requires an encrypted connection (SSL)
Outgoing server (SMTP): 587

| Use the following type of encrypted connection: |Auto E]
Server Timeouts
) Short J Long 1 minute
Delivery
Leave a copy of messages on the server
[¥]Remove from server after 14 |5 | days
D Remove from server when deleted from ‘Deleted Items’
[ OK ] [ Cancel
17. Click Close.
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Test Account Settings

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

Tasks | Errors

| Tasks | Status
\/Log onto incoming mail server [IMAP) Completed
\/Send test e-mail message Completed

18. You have now set up your account in Microsoft Outlook. Click Finish.
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