
Outlook 2010 E-mail Setup 
See page 5 to troubleshoot an existing account. 

 

1. Open Outlook 2010. 

2. Click on “Tools” and select “Account Settings” to add a new E-mail Account. 

 

 

3. Click “New” on the E-mail tab. 

 



 

4. Select “Manually configure server settings or additional server types” and press “Next.” 

 

 

 

5. Choose “Internet E-mail” and click “Next.” 

 

 



6. Fill in all the information as shown below. Make sure the box in front of “Remember 

Password” is checked. After all this is completed click on the “More Settings” button. 

 

 

 

7. Click on the “Outgoing Server” tab. Put a check mark in the box for “My outgoing server 

(SMTP) requires authentication” and press “OK” to continue. 

 



8. When getting back to this screen press “Next” to advance. 

 

 

9. The e-mail setup is now complete. Outlook 2010 will now connect to check for any messages. 

The following page will help you troubleshoot if you come across any errors. 

 

 

 

 



Troubleshooting E-mail Settings 

 
1. Click on “File” and select “Account Settings.” 

 

 

2. Highlight the account and press “Change” to get to the account settings. 

 



 

3. Make sure that everything is configured as shown below. Click the “More Settings” button. 

 

 

4. Check here to make sure everything is configured correctly as well. Then press “OK.” 

 


