	Microsoft Outlook Basics


This will teach you the basics of Microsoft Outlook.  Items that we will cover include:

1. Setting up a new account

2. Sending and receiving email

To set up an new account start by opening up Microsoft Outlook and clicking on “Tools” at the top of the screen.  Then click on “Accounts”
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A new window will appear.  Along the top of this window there will be three tabs.  Click on the tab labeled “Mail”.  On the right hand side of this window click on the word “Add”.  A box will appear that will allow you to choose between adding “Mail” or “Directory Service”.  Click once on “Mail”.  
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A window will appear that asks for your display name.  This is the name other people will see when they get an email from you.  Enter the name you would like and click “Next”.
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Your Name

‘When you send emai, yout name wil appear in the From feld ofthe outgoing message.
Type yout name as you would ke i o appear.

Display name: [roubemd

For example: John Smith





Next enter your email address.  Then click “Next”.
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Internet E-mail Address

our emai address s the addess other people use to send e mail messages to you.

Emaladdess:  [yowemai@owemailcom

For exarmple: someone@nicrosol com





Next you will need to enter both the incoming and outgoing mail server.  If you are setting up Outlook to be able to check your Tamaqua Area School District email then both servers should be entered as: mail.tamaqua.k12.pa.us Once you have entered them both in click “Next”.
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E-mail Server Names

My incorming mal server s [POP3 ] server

Incorting mai (FOP3 or IMAP) server

mailtamaqua k12 pa s

An SMTP server s the server that s used foryour oulgaing e-mai.

Ouigoing mai (SMTP) server:

mailtamaqua k12 pa s

Com oD





Now you will need to enter your email password.  If you would like to have Outlook remember your password so you don’t have to enter it each time you check your email then leave a checkmark in the box labeled “Remember Password”.
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Internet Mail Logon

Type the scoount name and password yout Intermet service provider has given you.

Accauntname: [youmame

[ Remember password

I your Itemet service provider requites you 0 use Secure Password Autentcation
(8PAJto sccess your mai account,select the Log On Using Secure Password
Authertication (SPA check bor.

™ Log on using Secure Password Authentication (SPA)

Passward:





When the new window appears just click “Finish” and your done.  Your new email account is ready and waiting.

To check and see if you have new mail using Microsoft Outlook you have to click on the “Send/Receive” button in the toolbar at the top.
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Once you click on that button Outlook will send any email you have waiting to go out as well as check to see if you have any new email.
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