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Configure Outlook Email Client
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3. Select “Mail (Microsoft Outlook)”
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4. Select “Email Accounts”
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5. Select New

@ Account Settings

Email Accounts
You can add or remove an account, You can select an account and change its settings,
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6. Select “Manual setup or additional server types”

{3 Add Account

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

() Email Account

Your Mame: | |

Example: Ellen Adams

Ernail &ddress: | |

Example: ellen@contoso.com

Password: | |

Retype Password: | |

Type the password your Internet service provider bas given you,

(®Manual setup or additional server types




7. Select POP3 or IMAP

(B Add Account *

Choose Your Account Type

() Microsoft 365
Automatic setup for Microsoft 365 accounts

Email Address:

Example: ellen@contoso.com

Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
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8. Fill in the following mentioned details. Fill in the User information and Logon information
according to your PDN account. Note that you have to check the “Remember Password”

{® add Account X

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

User Information Test Account Settings
our Mame: e recommen at you test your account to ensure tha
Your N |TestUser | W d that you test y tt that
the entries are correct.
Email Address: |testuser@pdn.ac.lk |
Server Information
- | Test Account Settings ...
Account Type: POP3I
. . 5 @Au‘tomaticall]r test account settings when Mext
Incoming mail server: ||map.pdn.ac.|k | S
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Logon Information (®) Mew Outlook Data File
User Name: |testuser | () Existing Outlook Data File
Password: wrwern| | | Erowse
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|:| Reguire logon using Secure Password Authentication

o

<Back || Mext> | = Cancel | | Hep |




9. After filling in the above details you should click on “More Settings”

(D Add Account *

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

User Information Test Account Settings
Your Name: We recommend that you test your account to ensure that

) the entries are correct.
Email Address: testuser@pdn.aclk
Server Information

Test Account Settings ..
Account Type: POF3
; ; ] Automatically test account settings when Next

Incoming mail server: imap.pdn.ac.lk is clicked d = 9
Outgoing mail server (SMTP}: | smtp.pdn.ac.lk Deliver new messages to:
Logon Information @NeﬂOu‘tlook Data File

Eemember password

|:| Reguire logon using Secure Password Authentication
(5PA)

Maore Settings ...
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10. Navigate to the “Advanced” tab and check the following.

a. Incoming mail server (POP3) — 995

b. Check — This server requires an encrypted connection (SSL/TLS)

c. Outgoing mail server (SMTP): 25

d. Select None — use the following type of encrypted connection

e. Inthe delivery section please uncheck the leave a copy of messages on the

server
f.  Then click OK
(P Internet Email Settings *

General Outgoing Serverf Advanced

Server Port Mumbers

Incoming server (POP3):

Use Defaults
his server requir:

. es an encrypted connection [S5L/TLS)
Outgoing server [SMTF): |I
Use the following type of encrypted connedion:

Server Timeouts
Short W Long 1 minute

Delivery
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| Remove from server after | 14 ZI days

Remove from server when deleted from "Deleted [tems’

ok || cancel




11. Then Click Next

sl.g Add Account

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

User Information

Your Name: |Test User |
Email Address: |testuser@pdn.ac.lk |
Server Information

Account Type: | POPI

Incoming mail server: |imap.pdn.ac.|k

Outgoing mail server [SMTP): |smtp.pdn.ac.lk

Logon Information

User Name: |testuser

Eassward: kR REEEE

@ Bemember password

|:| Reguire logon using Secure Password Authentication

(5PA)

Test Account Settings

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

| Test Account Settings ...
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Deliver new messages to:

(®) Mew Outlook Data File
D Existing Outlook Data File

| Browse

Maore Settings ...
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12. If you complete the above steps correctly you will receive the following message. Then

select close.

Test Account Settings

continue,

Congratulations! All tests completed successfully. Click Close to Stop

Tasks  Errors

Tasks

\/Lng onto incoming mail server (POP3)
\/Send test email message

Status

Completed
Completed




13. Please uncheck “Set-up outlook mobile on my phone too” and click finish.

§3 Add Account X

You're all set!

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

I [1Eet up Outiook Mobile on my phone, too I Add another account...

< Back Finish Help

14. Now you can see your email account inside the Email tab. Please note that all the emails
are saved under the following mentioned folder. (ex: C:\Users\user\Documents\Outlook
Files\testuser@pdn.ac.lk.pst). Then close the Account Settings window

(M Account Settings x

Email Accounts
You can add or remove an account, You can select an account and change its settings.

Data Files RSS Feeds SharePoint Lists  Internet Calendars Published Calendars Address Boaoks

ﬁﬂew '%Eepair... @Chgnge... QSetasQefault }(Remove +t &

Mame Tvge
J—
testuser@pdn.aclk POP/SMTP [send from this account by default)

Change Folder | testuser@pdn.ac.lk\inbox

in data file Ch\Users\user\Documents\Outlook Files\testuser@pdn.ac.lk.pst
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15. Open the Microsoft Outlook app. You can see your PDN email details below.
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Export Emails to a file

1. Click on the “File” menu.
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2. Select Open & Export. Then select “Import/Export” button.

Inbox - Outlook Data File - Outlook CIE) 7 - a X

Open

= Open Calendar
=1 Open a calendar file in Qutlaok (ics, wes).
Open
Calendar
Open Outlook Data File
Open an Outlaok data file (pst).
Open Outlook
Data File
_—
— Import/Export
— Impert or export files and settings.
Import/Export

Other User's Folder

Open a folder shared by ancther user.

Office Account

Feedback

Options

Exit




3. Select “Export to file” and click Next

Import and Export Wizard

Choose an action to perform:

.

I d FLL 2 1. W
Import an iCalendar [.ics) or vCalend

Import B55 Feeds from an OPML file
Import R55 Feeds from the Common

ar file [wes)

Import from another program or file

Feed List

Description

Export Cutlook information to a file for use in
other programs.
< Back | Mext = | | Cancel

4. Select “Outlook Data File (.pst)”. Then click Next

Export to a File

LCreate a file of type:

tlook Data File [.pst)

Cancel
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5. Select your Email Account and check “Include subfolders”. Then click Next.

Export Qutlock Data File ot

Select the folder to export from:

5 [ Outlook Data File

» = testuser@pdn.aclk

6. Change the destination folder using the Browse button. Select “Replace duplicates with
items exported”. Then click Finish.

Export Qutlock Data File ot

Save exported file as:

L Allow duplicate items to be created
I[:]I Do not export duplicate items

"




7. Just click Ok without entering the password.

Create Cutlook Data File *

Add optional password

Password: | | |

Verify Password: | |

|:| Save this password in your password list

[ ok | cancel |
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