
How to configure your email account in Outlook 2007            
 

 
 
 
 
 
 

In Outlook click Tools, and 
then Account settings. This box 
will appear… 
Click the “New” Button 
 

Next, select Microsoft 
Exchange, POP3, IMAP, or 
HTTP radio button. Click Next 
 



 
 

 
 
 

Select manually configure 
server settings for additional 
server types. Click Next 
 

Select Internet E-mail. Click 
Next 
 



 
 

 
  

 

 
 

 

In your name type how you 
would like it to appear.  
In email address put your 
email address e.g. 
me@you.co.uk.   
In incoming and outgoing mail 
servers put 
mail.yourdomain.co.uk (using 
your own relevant domain 
name. The user name is your 
email address as above. 
Click to remember password. 
Click Next 
 

Next click More Settings and 
then click Outgoing Server. 
tick “my outgoing server 
(SMTP) Requires 
Authentication” 
Then click “Use the same 
settings as my incoming mail 
server.”   Click okay 
ensure log on using secure 
password Authentication is 
unticked 
 

To test the account Click “Test 
Account Settings” 

If correctly configured you will 
get 2 green ticks. If not, go 
back and double check your 
settings 


