Swiftel Internet Department
415 4™ Street

Brookings, SD 57006

(605) 692-6211

e-mail: support@swiftel.net

(] ]!

This tutorial is intended to assist Swiftel customers with setting up their swiftel.net or

brookings.net email accounts on Microsoft Outlook 2013.

1) Type “outlook” into the search portion of the taskbar and click/tap on the Outlook 2013 application to open
Outlook.

@ 0 @

Best match
af Outlook 2013
Desktop app

Search suggestions

L2 outlook - See web result

Settings

Store

outlook

~

2) Ifyou have never used the Outlook 2013 application before, then you will be presented with the following
screen. Click/tap Next to continue with the setup. (If you have used the app before, then please see the

Alternative step 2 below)

Welcome to Microsoft Outlook 2013 x

Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account
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Step 2 (Alternative): If you have used the outlook app before then click/tap on the File tab located in the menu

bar at the top, left hand side of the screen. You will then see the following screen with the Info section

currently displayed. To add a new account, click/tap on the Add Account button indicated below.

©

Inbox - test@swiftel.net - Outlook ? - 0

o Account Information

Open & Export

Save As

Office Account

Dptsons

Exit Tools ~

test@swiftel.net
IMAP/SMTP

+ Add Account | <(mmmmm—

Account and Social Network Settings
Change settings for thiz account or set up more connections,

Connect to social networks.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted ltems and archiving,

Rules and Alerts

Use Rules and Alerts to help arganize your incoming e-mail messages, and receive
updates when items are added, changed, or remaved.

3) Now click/tap Next.

Micresoft Outlock Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync

accounts.

Do you want to set up Outlook to connect to an email account?

< Back Cancel
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4) On the screen that follows, select the Manual setup or additional server types option and click/tap Next.

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

D E-mail Account

sl (®)[Manual setup or additional server types

<Back | MNet> | | cancel

X

5) You will then be given the following options; choose the POP or IMAP option and then click/tap Next.

Add Account

Choose Service

(O Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

O Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

< Back Cancel

x
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6) You will then be given a list of information options. Fill them in according to the example given below.

Add Account

Enter vour name here.

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

Enter vour email address here.

User Information

username

\l’c ur Name:
Email Address:

Choose the IMAP option from the

drop-down menu.

test@swiftel.net

Server Information

ﬁﬁ:co unt Type: IMAP ~

Incoming mail server: mail.swiftel.net

Qutgoing mail server (SMTF): | smtp swiftel.net

Enter everything before the ‘@’

symbol in your email address here.

Logon Information

qgser Name: test

Password:

neans o.nl

[ Remember password

[[] Reguire logon using Secure Password Authentication

Enter your email account password

here.

(SPA)

Test Account Settings

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

tomatically test account settings when Next

5 clicked

Mail to keep offline: All

q More Settings ...

< Back Cancel

Once you’ve entered in the information above, click/tap on the More Settings button on the right hand side of the

screen (as indicated above).

7) Part A): If you so choose, you may give your account a name; it will only be visible to you. Then click/tap on

the Outgoing Server tab at the top.

Internet E-mail 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”
test@swiftel.net

Ather User Information
Organization:

Reply E-mail:
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Part B): Enter in the information fields as indicated below. Then click/tap on the Advanced tab at the top

when you’re done.

Internet E-mail Settings / X

General Outgoing Server Advanced
ﬁ (4 My gutgoing server (SMTP) requires authentication
(O Use same settings as my incoming mail server / email address here.
ﬁ (®) Log on using

Enter in everything before the ‘@’ symbol in your

=l

User Name: |test

Password: | *reesany 1

E]Eemember password

[J Reguire Secure Password Authentication (SP4) Enter the password fOI' your emaﬂ account

Part C): Under the Advanced tab, enter the information exactly as it’s given below.
Internet E-mail Settings X

General Outgoing Server Advanced

Server Port Numbers

Incoming server (IMAP): [ 993 | | Use Defaults
Use the following type of encrypted connection: | S5L v

Outgoing server (SMTP}: | 465| m Set both options to SSL from the drop-down menu.
Use the following type of encrypted connection: | S5L v

Server Timeouts

Short ' ® Long 1 minute
Folders

Root folder path:

Sent ltems
[CJ Do not save copies of sent items
Deleted ltems

[[] Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when Once you’ve entered in the information above
the items in the mailbox are purged. ’

[ urge items when switching folders while online // click/tap on OK to continue with the setup process.
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8) Outlook will then test your connection to the email server and its ability to send email messages. Once the

tests are complete, you may click/tap on Close to finish the process.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop

|| continue.

Tasks Errors test your account to ensure that

Tasks Status

Vv Log onto incoming mail server (IMAP) Completed
\/Sendtesl e-mail message Completed

account settings when Next

Logon Information
User Name: test
Mail to keep offline: All
Password: wanannaan 0
E} Remember password
|:| Reguire logon using Secure Password Authentication

PA]
s More Settings ...

< Back Next > Cancel

9) Now click/tap on Finish.

Add Account X

You're all set!

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

Add another account...
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10) Your outlook application should now look similar to the example below and your emails should now be

visible in your inbox/outbox. If they are not visible, then refresh the app by either clicking on the button

indicated below or by pressing F9 on the keyboard.

B 5 = Inbox - test@swiftel.net - Outlock 7?7 - 0O X%
HOME SEND / RECEIVE FOLDER VIEW
— ls [.a & x CiReply pmm  [9 Moveto:? i Move - » h People
st x| '-Z"; Reply Al 8T Manager 9 Rules - Address Book =l

New MNew New o Delete Ei- £ Teom Email ':'3 Ta Send/Receive
Email ltems= Mesting %5~ 5 Forward = —— i +4 OneNote - Y Filter Email = All Folders

New TeamViewer Delete Respond Quick Steps Move Find Send/Receive -~

< §

4 Favorites Search Cur e srrent Mailbox = €2 Reply (€2 Reply/
Inbox 211 All Unread ByDate =  Newest + "
Sent 4 Today b
Trash i .

fan Microsoft Outlook
Microsoft Outiook Test Message 204 PM
This is an e-mail ssage sent automatically by Microsoft
4 test@swiftel.net L e b e Ta -
c A
4
Inbox 211 LLEL0s
Drafts Swiftel eNewsletter 5 s -
Sent Give Faster Internet for Mother's Day - Your Swiftel Communi...  Tue 8:16 PM This is an e-
= it Cats, Help With Unwanted L Calle poofing
i message
Deleted Messages 4 Last Month sent
Junk Email Swiftel eNewsletter automatically
Outbax Get A Sweet Deal on Upgraded Internet - Your Swiftel Comm... 4ng2m7 by
RSS Feeds URYTIRBI NG EREUe, B EL RATINERS AT A TAC0E Microsoft
Sent Items 4 Oder Outlook
A . while

Sent Messages Swiftel eNewsletter testing the -
Search Folders Learn How You Can Get Free TV for 3 Months - Your Swiftel C. 2182017

@ seemorea A

I Swiftel eNewsletter ¥

Mail Calendar People Tasks ***

FILTER APPLIED connecer [0 W -————+ 10m%

We thank you for using this tutorial and hope that is has been helpful and successful in setting up your

email.

Page 7 of 7



