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Setting Up Your E-mail in Microsoft Outlook 2016

This tutorial shows you how to set up Microsoft Outlook to work with your e-mail account. This tutorial
focuses on setting up Microsoft Outlook 2016, but these settings are similar in other versions of
Microsoft Outlook. You can set up previous versions of Microsoft Outlook by using the settings in this
tutorial.

To Set Up Your E-mail Account in Microsoft Outlook

1.  Open Microsoft Outlook 2016, select File > Add Accounts.

Account Information

Open & Export Mo account available. Add an email account to enable additional features.

+ Add Account

;_.aDv: as Adobe F Account Settings
Account
Settings =
= Mailbox Settings
=~ Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools

Office i
Account

Feedback

Options

Exit

2. Enter your email address

Welcome to Outlook

Enter an email address to add your account.

mobile@webnix.com -

Advanced options v
Connect
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3. Select “Advanced option” > Let me set up my account manually > click Connect

Welcome to Outlook

Enter an email address to add your account.

mobile@webnix.com -

Advanced options ~

/i Let me set up my account manuall}ré

4. Select your account type, usually “Pop”

©

Choose account type

] B &

Office 365 Outlook.com Google
3
Exchange POP IMAP
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5.

On the POP3 Account Settings (POP3) window, enter your information as follows:

@ POP Account Settings for mobile@webnix.com
Mot you?

Incoming mail

Server | | Port 110

This server requires an encrypted connection (SSL/TLS)

Require logon using Secure Password Authentication (SPA)

Outgoing mail
Server | mail.webnix.com Port 465

Encryption method | S5L/TLS =
Require logon using Secure Password Authentication (SPA)

Message delivery

Use an existing data file

Incoming mail server (POP3)

Enter gm1.webnix.com or use your provided domain name Pop3 server address for your
incoming mail server. (E.g. your domain is abc.com -> Your Pop3 Server: mail.abc.com)

Incoming Port No: 110
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Outgoing mail server (SMTP)

Enter your ISP SMTP server or Webnix SMTP server for your outgoing mail server.

. Hong Kong (ISP) SMTP Server: (Using SMTP Port: 25)

. Netvigator (smtp.netvigator.com)

. Biz Netviagtor (corpmail1.netvigator.com)

. i-cable (smtp.i-cable.com)

. Hong Kong Boardband (smtp.hkbn.net) or (smtp.bbmail.com.hk)
. HKNet (smtp.hknet.com)

. PacificNet (smtp.pacific.net.hk)

. Hutchcity (smtp.hutchcity.com)

. Wharf T&T (smtp.wharftthk.com)

. Pacific One Net (smtp.onebb.net)

© 00 N o o M~ ODN -~ 00

b. Webnix SMTP Server : Same as Incoming mail server (E.g. mail.abc.com) (Using SMTP

Port: 6025)
@ POP Account Settings for mobile@webnix.com
Mot you?
Incoming mail
Server | gml.webnix.com Port 110

This server requires an encrypted connection (S5L/TLS)

Require logon using Secure Password Authentication (SPA)

Outgoing mail
Server | gml.webnix.com Port 6025|
Encryption method | Mone ~

Require logon using Secure Password Authentication (SPA)

Message delivery

Use an existing data file

6. Change the "Outgoing mail port from 25 to 6025.
7. Change Encryption method to “None”

8. After that, please click "Connect."
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9. Outlook will ask for your password. Please type your email password and tick “Save this
password in your password list”

Adding mobile@webnix.com

We're getting things ready

Internet Email - mobile@webniucom *

\:Eﬂ?> Enter your user name and password for the following server.
3

Server gm1.webnix.com

User Name: | pgbile@webnix.com

Password: | wewius

Save this password in your password list

10. Outlook may ask for the password again — if so, this is normal, so enter it again.

11. Outlook Setup is complete.

Adding mobile@webnix.com

Account setup is complete

| Set up Qutlock Mobile on my phone, too

12. Again, please uncheck the “Set up Outlook Mobile on my phone, too” and click “OK”

Webnix Technology Limited
Rm 802, 8/F, Koon Fook Center, No.9 Knutsford Terrace, TST, KLN

Email: cs@webnix.com WEBNIX
Tel: (852) 2720-8429 Fax: (852)2729-7751 TERRRRILEEY

Form No: H041617
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13. To keep email at server site for daily backup, you need to change your account setting again.

Account Information

= mobile@webnix.com =
. =L pop/sMTP

Open & Export

+ Add Account
Save as Adabe

PDF 9
’_D. Account Settings
st} Change settings for this account or set up mare connections,
Account Get the Qutlook app for iPhone, iPad, Android. or Windows 10 Mobile.
Settings ~
= Mailbox Settings
Office = Manage the size of your mailbox by emptying Deleted [tems and archiving.
Account Tools
Feedback
a Rules and Alerts
Tpiras =1 Use Rules and Alerts to help arganize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
Exit & Alerts

14. Click “Account Setting”

©

Account Information

Open & Export
= mobile@webnix.com

5 M
SaveAs POP/SMTP

+ Add Account
Save as Adobe

PDF q
FE‘ Account Settings
s Change settings for this account or set up more connections,
s Get the OQutlook app for iPhane, iPad, Android, or Windows 10 Mobile,
Settings ~

® Account Settings...
‘ﬁ* Add and remove accounts or

change existing connection settings.

Office Ibox by emptying Deleted Items and archiving.
Account @_| Change Profile
U_—.'. Restart Microsoft Qutlook and
Feedback cheose a different profile.
Manage Profiles
Crbors = Ac.ld.and il p'foﬁles or change organize your incoming email messages, and receive
existing profile settings. =d, changed, or removed.
Exit & Alerts
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15. It will pop up your email account list. Please click on your email address and click “Change
Account”

Account Settings *

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files R55Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

o Mew... e Repair... r Change... » Remove
MName Type
@ maobile@webnix.com POP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

Change Folder | mobile@webnix.com\Inbox
in data file

Close

16. It shows your account details below.

Change Account X

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

User Information Test Account Settings

Your Mame: mobile@webnix.com ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address: mobile@webnix.com

Server Information

Test Account Settings ...
Account Type: POP3

Automatically test account settings when Next

Incoming mail server: i i
g qgm1.webnix.com is clicked

Outgaing mail server (SMTF: | qm1,webnix.com
Logon Information

User Name: mobile@webnix.com
Password: P

Remember password
|:| Require logon using Secure Password Authentication

SPA]
D) Maore Settings ...

= Back Cancel Help
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17. Click on “More Setting” Button.
Internet Email Settings .

General  Qutgoing Server  Advanced

Mail Account -

Type the name by which you want to refer to this account. For
example: "Work” or "Microsoft Mail Server”

mobile@webnix.com
Other User Information —
Crganization:

Reply Email:

18. On the Internet E-mail Settings window, select the "Outgoing Server" tab.
19. Select "My outgoing server (SMTP) requires authentication."

20. If you did not change the SMTP relay section, select "Use same settings as my incoming mail
server". If you changed the user name and password in the SMTP relay section of your Manage
Email Accounts page, select "Log on using" and enter the user name and password. The
following example assumes you did not change your SMTP relay section in your Manage Email
Accounts page.

Internet Email Settings *

General Qutgoing Server  Advanced

My outgoing server (SMTF) requires authentication
@ Use same settings as my incoming mail server
() Log on using

Remember password
Require Secure Password Authentication (SP4)

O Lag on to incoming mail server before sending mail
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21. Select the "Advanced" tab

22. To having a email daily backup at our server, please tick the box "Leave a copy of messages on
the server".

Internet Email Settings Ed

General Outgoing Server Advanced

Server Port Mumbers

Incoming server [POP3):

- Use Defaults

|:|This server requires an encrypted connection [S5L/TLS)
Outgoing server [SMTP):
Use the following type of encrypted connection: | Mone e
Server Timeouts
Short ] Long 1 minute
Drelivery
Leave a copy of messages on the server

Remove from server after |14 | days

-

I:‘ Remove from server when deleted from ‘Deleted ltems’

23. Tick the box, "Remove from server after 14 days" and change the day number to "2". (We
suggest not to keep more than 7 days or above)

Internet Email Settings *

General Qutgoing Server Advanced

Server Port Numbers

Incoming server (POP3): Use Defaults
DThis server requires an encrypted connection (55L/TLS)
Cutgaoing server (SMTF):
Use the following type of encrypted connection: | Mone w
Server Timeouts
Short ] Long 4 minutes 40 seconds
Delivery
Leave a copy of messages on the server

Remaove from server after 2] + | days

D Remaove from server when deleted from 'Deleted Items’
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24. Click OK. Outlook will test your account setting again.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to

Stop
© continue,

Close

Tasks Errors :

Tasks Status
\/Log onto incoming mail server (POP3) Completed
\/Send test email message Completed

25. Click Finish.

Change Account >

You're all set!

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