~<MachLink | MachLink mail setup for
| Microsoft Outlook

Microsoft Outlook is included with an Office 365 subscription or with Microsoft Office Home & Business or
Microsoft Office Professional suites.

1. Open Control Panel. O &
Best match

Control Panel

Desktop app
Apps
[E1 Settings
Run
Settings
je control|
je, i l Downloads
H H [E2 Control Panel - O X
2. Inthe top-right, change View by
. « « 4 [E s Control Panel ~| @ ||Search Control Panel o
from Category to Large icons.
Adjust your computer’s settings View by. Category ¥

System and Security User Accounts
Review your computer's status @ Change account type
Save backup copies of your files with File History -

Backup and Restore (Windows 7)

sl Network and Internet
\ View network status and tasks

Choose hemegroup and sharing options

Appearance and Personalization

Clock, Language, and Region
Add alanguage

Change input methads

Change date, time, or number formats

, / Hardware and Sound

%‘ View devices and printers
Add a device

Ease of Access

® CEE

s« Programs Let Windows suggest settings
[E] Uninstall 2 program Optimize visual display
Get programs
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3. Mail (Microsoft Outlook)

All Contral Panel ltems

&«

Adjust your computer’s settings

L¥

v T » Control Panel > All Control Panel ltems

Administrative Tools

AutoPlay

| Color Management

Default Programs

Devices and Printers

File History

HomeGroup

Internet Options

Mail (Microsoft Outlook
2016) (32-bit)

LK

N

Lo - K

Autodesk Plot Style
Manager

Backup and Restore
(Windows 7)

Credential Manager
Dell Audio

Ease of Access Center
Flash Player (32-bit)
Indexing Options
Keyboard

Mouse

v O

— m}

Search Control Panel y-]

Viewby: Large icons ¥

Autodesk Plotter Manager
BitLacker Drive Encryption
Date and Time

Device Manager

File Explorer Options
Fonts

Infrared

Language

Network and Sharing
Center

4. Email Accounts...

(A Mail Setup - Outlock

Email Accounts

Setup email accounts and directories,

Data Files

Email Accounts... |

# Change settings for the files Outlook uses to
&@ store email messages and documents,

Data Files...

Profiles

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

Show Profiles...

Close

5. New... ,3 Account Settings
Email Accounts
You can add or remove an account. You can select an account and change its settings.
Email  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars
H‘ Mew.. 9 Repair.., %0 change.. % Setas Default € Remove # &
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6. Manual setup > Next B Add Account x
Auto Account Setup
Manual setup of an account or connect to other server types.
O Email Account
Your Mame:
Example: Ellen Adams
Email Address:
Example: ellen@contoso.com
Faszword:
Retype Passward:
Type the password your Internet service provider has given you,
@ Manual setup or additional server types
< Back Cancel Help
7. POP or IMAP > Next (B Add Account
Choose Your Account Type
() Office 365
Automatic setup for Office 365 accounts
Email Address:
Example: ellen@contosa.com
(®) POP or IMAP
Advanced setup for POP or IMAP email accounts
(O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
< Back Cancel Help
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Add Account

Your Name: your first and last
name

Email Address: your MachLink
email address

Account Type: IMAP
Incoming mail server:
mra.machlink.com

Outgoing mail server:
mail.machlink.com

User Name: first part of your
MachLink email address before

-a Add Account *

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

User Information Test Account Settings

Your Name: First Last We recommend that you test your account to ensure that
the entries are correct.

Email Address: example@machlink.com

Server Information

Test Account Settings ..
Account Type: IMAP

Automatically test account settings when Next

Incoming mail server: i P
g mra.machlink.com is clicked

Outgoing mail server (SMTFE: | mail. machlink.com

Logon Information

User Name: example
Mail to keep offline: All
Password: EEERERA RS '
Remember password

|:| Require logon using Secure Password Authentication

the ‘@’ symbol. o
Password: your MachLink email

pa SSWO rd < Back Next = Cancel Help
More Settings...

Internet Email Settings — [® Internet Email Settings X

Outgoing Server

v My outgoing server (SMTP)
requires authentication

@ Use same settings as my
incoming mail server

General Qutgoing Server  Advanced

My outgoing server [SMTP) requires authentication
se same settings as my incoming mail server
®u ti i i il

CI Log on using

Remember password
Require Secure Password Authentication [SP4)

Cancel
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10. Internet Email Settings — ‘,3 Internet Email Settings

Advanced
e Incoming server (IMAP): 143 General Outgoing Server Advanced

None Server Port Mumbers
e Outgoing server (SMTP): 587 Incoming server [IMAFE | 143 Use Defaults

None Use the following type of encrypted connection: | Mone ~
* OK COutgoing server [SMTF):

Use the following type of encrypted connection: | Mone ~

Server Timeouts

Short L] Long 1 minute 30 seconds

Folders
Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted ltems

|:| Mark items for deletion but do not move them automatically

Iltems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while onling

oK Cancel
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11. Test Account Settings

e Should be complete successfully
—if not go back and review
settings.

e Close and Finish

Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
continue,
Tasks  Errors
Tasks Status
\/Log onto incoming mail server [IMAP) Completed
v/Send test email message Completed
‘{3 Add Account X
You're all set!
We have all the information we need to set up your account.
D Set up Outlook Mobile on my phone, too Add another account..

12. Open Outlook and it will start & s
syncing your MachLink email File Home  Send/Receive  Folder  View  Developer  Help Q@ Tell me what yi
fOIderS. IS Ignore Meetin Tl move to: 7

E % m E‘ éj\_: <é?_ ?_f% E 9 ove to: ’
[EZ Clean Up ~ - Loim~ ™ Team Email
New  MNew Delete Archive Reply Reply Forward “
Email ltems - %J“”k' All 1 Mare ~ Reply & Delete
New Delete Respond Qu
5 £
4 Favorites Search Current Mailbox £ | current Mailbox
Inbaox 1
All - Unread By Date v |
4 example@machlinkcom Y oy
Inbox 1 Microsoft Outlook
Sent Microsoft Qutlook Test Message 2:22 PM
This is an email message sent automatically by Microsoft
Trash
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