Your mailbox is also available online via Webmail.

o If the mail account is already set up in Outlook but giving errors — then rather try

our Outlook Troubleshooting guide.

1. Launch Outlook for Mac

2. Select Tools from the top menu bar and then Accounts...

B - =2
4 =

Run Schedule >
Send & Receive >
IMAP Folders...

* "‘wi i ; ; .| Meeting Out of Office...
. @] @ (@ = :

E-mail  New Delete : Reply Reply All Forward f&%m‘“h

Public Folders...

-

: Sync Services...

Drafts
(= sent Items
ﬁ. Deleted Items

{d Junk E-mail

» SMART FOLDERS

Rules...
Mailing List Manager...
Junk E-mail Protection...

.

Add an Account

3. Select the E-mail Account option.



https://webmail.konsoleh.co.za/login
https://blog.easy2access.co.za/outlook-mac-troubleshooting/

~%  Add an Account

- To get started, select an account type.

Exchange Account

I J Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account

POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

Enter your account information
4. Enter all the relevant details

e Ensure that the User Name is the full email address.

¢ If you don’t know your password, reset by Easy2Access.
e Choose IMAP or POP according to your preference.

e Select Override default port.

IMAP port settings

o Default setup: incoming 143, outgoing 587
e If SSLis required: incoming 993, outgoing 465

POP port settings

o Default setup: incoming 110, outgoing 587
e If SSLis required: incoming 995, Outgoing 465

5. Click Add Account


https://easy2access.co.za/#contact
https://blog.easy2access.co.za/pop-vs-imap-whats-difference/

Enter your account information.

E-mail address: | name@example.com ]

Password: | *khkkEEr l

|| Configure automatically

User name: | name@example.com |

Type: | IMAP 34

Incoming server: | mail.example.com |: | 143

[ Override default port
[ Use S5L to connect (recommended)

Outgoing server: | smtp.example.com

# Override default port ,il
[ Use S5L to connect {(recommended)

(" Cancel ) ( AddAccount )

6. All settings should be correct on this screen — choose More Options



; ﬂ Example
IMAP Account

Account description: Example

Personal information

Full name: |Your Name

E-mail address:  name@example.com

Server information

User name: name@example.com

Password: ssesssss

Incoming server:  mail.example.com : 143
[] Override default port
["] Use S5L to connect {recommended)

[T Always use secure password

Outgoing server: | smip.example.com - RaE7

W Owverride default port

[] Use S5L to connect {recommended)

t | More Options... | )
Learn about IMAF account settings

Settings for SMTP server
7. Select User Name and Password for Authentication

8. Enter in your User name (full email address) and password then select OK

Settings for: example.com

Authentication: User Name and Password Q
User name: nName@example.com

Password: sssscssssee

Unqualified domain:

Learn about IMAP settings Cancel ®




You have completed your account setup

8. Your Outlook mail program should now be set up to send and receive mail.



