Microsoft Outlook 2019/Microsoft365 (Windows)

Prepare the following pieces of information in advance.

These wares displayed on screen when you subscribed. You will also find those on the
Access Information Sheet that was sent to you.

In the following description which are shown in green, please replace it with your own

details.

Name Value

Mail password
Mail address xxXxX99999@xxx.att.ne.jp

I guide you about "Outlook2019” with this manual.
When you have you confirm existing setting, look from StepS8.

Step1. Click "Outlook” on the Start Menu.
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£ Type here to search
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Step2. Please start Setup wizard.

4 )
= memo
& Outlook “Setup wizard window” will open

when you launch it for the first
time.

Email address

0099999 @0cc.att.nejp

Advanced options A

V| Let me set up my account manually When a WindOW Opened, please gO

ahead to Step3.
N Y,

@ Start Microsoft Outlook and navigate to File at the top.

Inbox - - Qutlook

Send / Receive Folder View Help Q Tell me what you want to do

=1 % ff_ﬁ' x D @ KL%_ E__\/)‘ m Ml Move to: ? ¥ Move ~ @ I Categorize + A)) ;
o
2.

N o % N — T = " E% To Manager - =1 Rules ~ 0 & DAddress Book Tt Send/R
ew ew elete Archive eply Reply Forward [y . = i _ nread/ > £oiiow Up - . . ea end/Rg
Email ftems > | <& Al g Team Email 0 OneNote | Read | P T Filter Email - | Aloud | All Fol

New Delete Respond Quick Steps = Move Tags Find Speech Send/Re]
4 Favorites N

Search Current Mailbox ,O Current Mailbox  ~

@ Click on the button Add Account under Account Information.

© Account Information

|_|-|_[ Info

= -
Open & Export =" poP/SMTP

| + Add Account

’_F Account Settings
uﬂ' Change settings for this account or set up more connections.
Account Get the Outlook app for iOS or Android.
Settings ~
= Mailbox Settings
1 Manage the size of your mailbox by emptying Deleted ltems
Office Account Tools and archiving.
Feedback
a Rules and Alerts
Options =" Use Rules and Alerts to help organize your incoming email
Manage Rules messages, and receive updates when items are added,
B & Alerts changed, or removed.
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Step3. Enter the following, and click "Connect”.
When you change from Step3 to a screen of Step6, please omit Step4 from
Stepb.

& Outlook

Email address % ® Your mail address.
| |

099999 @xccatt.nejp
@ Click “Advanced options”.
Advanced options ~ @ CheCk
Let me set up my account manuall “Let me set up account manually.”

Step4. Click "POP”.

R Outlook

Advanced setup

7 & & G

Office 365 Outlook.com Exchange Google
POP IMAP Exchange 2013
or earlier
Go back
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Step5. Enter the following on the “POP Account Settings” window.

Click “Next”.

POP Account Settings

Incoming mail

server | popsslattnejp Port | gas
| This server requires an encrypted connection (S5L/TLS)

Require logon using Secure Password Authentication (SPA)
Outgoing mail
Server | smtpssl.att.ne,jp Port | 465

Encryption method | ss/TLS ~

Require logon using Secure Password Authentication (SPA)

Message delivery

Use an existing data file

Go back Mext

099999 @eLattnep (Mot you?)

Name

Value

Incoming mail

popssl.att.ne.jp

Port

995

This server requires encrypted connection (SSL/TLS)

Checked

Outgoing mail

smtpssl.att.ne.jp

Port

465

Encryption method

SSL/TLS
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Step6. Enter Your mail password and Click Connect.

X
POP Account Settings
w0x99999@ocattne.jp (Mot you?)
Password

- = memo h

Internet Security Warning

| ;I'r:;et iz;u:gtybc‘:\?;:f%%r?nected to iz uzing a security certificate The Ope ratio n Whe n ”Inte rn et
The target principal name iz incorrect. secu rity Wa rn i ng” Was d ISDlayed
is as follows.

Do you want to continue using this server?

Yes o

In the dialog box of "Internet security

Warning”, please click "No”.

Bl Outlook As a message of "Something went

Something went wrong wrong” is displayed successively,

We couldn't connect to the incoming (POP) server using the specified

encryption method. Please check the incoming (POP) server encryption please Cllck ”Chan ge ACCOU nt Settl N g”.

method and try again.

‘ > Not xxx99999@xxx.att.ne.jp? ‘
I =» Change Account Settings I

Rotre return, operation in Stepb5.

Continue return, operation in Step5.

- /
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Step7. Please click "Done” after excluding a check of "Set up Outlook Mobile on my phone,too”.

R Outlook

Account successfully added

POP
XxxX09999@xx.att.ne.jp

Add another email address

Email address

Advanced options v Please click "Done” after excluding a check

of "Set up Outlook Mobile on my phone,too”.

[ ] set up Qutlook Mobile on my Eho g, too

Done

( BB Microsoft | Outlook o\a memo \
;anl;i,(s:lmk When a setting window is
o —— displayed, please close a browser.
your phone fnivwad
°
° L]
- Y,
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Step8. Please start "Management Profile”.

@ Start Microsoft Outlook and navigate to “File” at the top.

Inbox -
Send / Receive  Folder View Help Q Tell me what you want to do

XE|Qkgs

Delete Archive

Move to: 7

ﬁ% To Manager
Reply Reply Forward Ey -

- Qutlook

Search People

3 . ~
RO E 1 Categorize ~ =
L: Address Book

=1 Rules ~

Umea;” * Follow Up ~

Al =1 Team Email = [l OneNote Rea

¥ Filter Email ~

Delete Respond Quick Steps Move Tags Findl

Search Current Mailbox SO | Current Mailbox ~

® ® 2 = O X
Account Information

Inbox - - Qutlook

Info
= -
=l pop/sMTP

Open & Export

4+ Add Account

&}

Account
Settings

&}

Account Settings
Change settings for this account or set up more connections.
Get the Outlook app for iOS or Android.

Save As

ccount Settings...

dd and remove accounts or change

isting connection settings. by emptying Deleted ltems

date Password

Ukdate the account password saved in
Oltlook.

Ackount Name and Sync Settings

E

inize your incoming email

Update basic account settings such as .
then items are added,

accqunt name and folder sync settings.

=
=
[=1
o=
—
(=]
S

=3
2 a
= W
=%
(=]
=
=
]
=
(=]
=
W
=
I
=or
[ai]
t
W
[4+]
=
4+
=

Office Account

a
i)
s

Feedback Restary Microsoft Outlook and choose a
profile.
Options Manage Profiles
— Add and remove profiles or change
Exit existing profile settings.
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Step9. Click “Email Accounts”.

Mail Setup - Outlook x

Email Accounts

3 Setup email accounts and directories.
>
Data Files

# Change settings for the files Outlook uses to Data Files... |
ﬁ-‘g store email messages and documents. -

Profiles

Setup multiple profiles of email accounts and Show Profiles... |
data files. Typically, you only need one. =

Close |

Step10. You choose an account, and please click a “change”.

Account Settings >

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

Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

4 New.. %ﬁ'ﬂepair...l e Chgnge,,.l @ Set as Default X Remove #* %

Mame Type
% mggggg@m.att.ne.ip POP/SMTP (send from this account by default) |

Selected account delivers new messages to the following location:

Change Folder xxx99999@xxx.att.ne.jp'\ Inbox

in data file Ch\Usersy, »3000000 A\ Outlook Filesy,

Close
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Step11. Please click "More Settings” if you finish input.

Change Account

POP and IMAP Account Settings

User Information

Your Name;

Email Address:
Server Information
Account Type: POP3

Incoming mail server:

Logon Information

User Mame;

Password: Rk

Enter the mail server settings for your account.

SEinNet Support
xxx99999@xxx.att.ne.jp

popssl.att.nejp
Outgoing mail server (SMTP): | smtpssl.att.ne.jp

xxXx99999@xxx.att.ne.jp

[«| Remember password

|:| Regquire logon using Secure Password Authentication (SPA)

< Back

Test Account Settings

We recommend that you test your account
to ensure that the entries are correct.

Test Account Settings ...

[v] Automatically test account settings
when Next i= clicked

I More Settings ... I

Name

Value

Your Name

Your first and last name

e.d. SpinNet Support

Email Address

Your mail address

e.d. xxx99999@xxx.att.ne.jp

Account Type

Select POP3.

Incoming mail server

popssl.att.ne.jp

Outgoing mail server (SMTP)

smtpssl.att.ne.jp

User Name

Your mail address

Password

Your mail password
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Step12. @ Click the“General” tab and check it.
@ Click the“Outgoing Server” tab and check it.

Internet Email Settings X
General @ j Server Advanced @ Owr Advanced
I
Mail Account [+] My gutgaing server (SMTP) requires authentication
Type the name by which you want to refer to this account. For ©gse same seftings as my incoming mail server
example: "Work" or "Microsoft Mail Server” Ol:og on using

SpinMet_Support
-

Other User Information

Organization:

Remember password

Reguire Secure Password Authentication (SPA)

Reply Email:
O Log an to incoming mail server before sending mail
T oK Cancel
Tab Name Value
General Mail Account e.g. SpinNet Support
Outgoing My outgoing server (SMTP) requires | Checked
Server authentication

User same settings as my incoming
mail server
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Step13. Click the “Advanced” tab and check it.
and Click “OK”.

General Outgoing Server Advanced

Server Port Mumbers

Incoming server (POP3): | 895 Use Defaults

Thi5 server requires an encrypted connection (S5L/TLS)

Qutgoing server (SMTP): | 465

Server Timeouts
Short ¥ Long 1 minute
Delivery
[]Leave a copy of messages on the server
[v] Remove from server after II = days

[ ]Remove from server when deleted from 'Deleted Items'

QK Cancel

Use the following type of encrypted connection: | S5L/TLS o

Name Value
Incoming Server 995
This server requires encrypted connection (SSL/TLS) Checked
Outgoing Server 465
Use the following type of encrypted connection SSL/TLS
Leave a copy of message on the server Uncheckd

* optional item
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Step14. Please operate as follows. This concludes the setting.

@ Click "Next”.

Change Account

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

User Information
Your Name: SpinNet_Support

Email Address: xxx99999@xxx.att.ne.jp

Server Information
Account Type: POP3
Incoming mail server: popssl.att.ne,jp

Qutgoing mail server (SMTP):  smtpssl.att.ne,jp

Logon Information
Leeiblanes xxx99999@xxx.att.ne.jp

Password: R
[“]remember passwerd

[IRequire logon using Secure Password Authentication (SPA)

Test Account Settings

We recommend that you test your account
to ensure that the entries are correct.

Test Account Settings ...

[] Automatically test account settings
when Next is clicked

More Settings ...

Click Close to continue,

<k corcsl | | v
@ Click “Close”.

Test Account Settings

Congratulations! All tests completed successfully. Stop

Close

Tasks  Errors

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

® Click “Finish”.

Change Account

You're all set!

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

Help
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Step15. Please click "Settings” after opening the tab of "Data Files”, and
choosing "Data File”.

Account Settings X

Data Files
Outlook Data Files

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
I

1 Add... ﬁ?gettings.. @ setas Default X Remove h:‘_'lgpen File Location...

Mame Location

®x99999@notatt.nejp  CAUsers), 2000000 \Documents\Outlook Filesy, I

Select a data file in the list, then click Settings for more details or
click Open File Location to display the folder that contains the data file.
To move or copy these files, you must first shut down Outlock.

Tell Me Mare...

Close

Step16.You set the suitable name and click "OK” later, and please close a

window.
Qutlook Data File >
General
MName: Spinhet MailBox

Filename: | CAUsers), 2000000 \Documents\ COutlook Filesh, |

Format: | Outlook Data File |

Changes the password used to

Change Password...
g€ = access the Qutlook data file

Reduces the size of your Outlook

Compact Now
=L data file

Comment
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Step16. Please operate it as follows.
@D Click “Close”.

Account Settings X

Data Files
Outlook Data Files

Email Data Files RSS Feeds SharePoint Lists  Internet Calendars Published Calendars Address Books

+3 Add... ﬁf'ﬁettings... @ setas Default x Remove [agpen File Location...

Mame Lacation
& SpinMet_MailBox CAUsers), 30000 \Documents\, Outlook Files,
Select a data file in the list, then click Settings for more details or Tell Me Mare..

click Open File Location to display the folder that contains the data file.
To move ar copy these files, you must first shut down Outlook.

Close

@ Click “Close”.

Mail Setup - Outlook x

Email Accounts

3 Setup email accounts and directories.
>
Data Files

# Change settings for the files Outlook uses to Data Files... |
ﬁ}_a, store email messages and documents. -

Profiles

Setup multiple profiles of email accounts and Show Profiles... |
data files. Typically, you only need one. =

Close |

This concludes the settings.
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