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

Microsoft Office Professional suites. 

1. Open Control Panel.

2. In the top-right, change View by

from Category to Large icons.
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3. Mail (Microsoft Outlook)

4. Email Accounts…

5. New…
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6. Manual setup > Next

7. POP or IMAP > Next
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8. 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

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

password

• More Settings…

9. Internet Email Settings –
Outgoing Server

• ✔️ My outgoing server (SMTP)

requires authentication

• 🔘 Use same settings as my

incoming mail server
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10. Internet Email Settings –
Advanced

• Incoming server (IMAP): 143

None

• Outgoing server (SMTP): 587

None

• OK
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11. Test Account Settings

• Should be complete successfully

– if not go back and review

settings.

• Close and Finish

12. Open Outlook and it will start

syncing your MachLink email

folders.


