
Setting up an email account
Outlook on Windows (own server)

STEP 1

To correctly add your email 
address in Outlook, first go to 
the Control Panel.

Press Windows key + R, type 
“control”, and click “OK”.

STEP 2

In the Control Panel, type 
“mail” in the search bar (top 
right).
Then click Mail (Microsoft 
Outlook).

STEP 3

Click on “Email Accounts”.



STEP 4

Click “New”.

STEP 5

Choose “Manual setup or 
additional server types” and 
click “Next”.

STEP 6

Select “POP or IMAP” and 
click “Next”.



STEP 7

Fill in all fields with the details 
you received from us.
Note: The Name is what 
recipients will see when you 
send emails.

Then click “More Settings”.

STEP 8

Go to the “Outgoing Server” 
tab and enable the settings as 
shown (SMTP authentication).



STAP 9 

In the “Advanced” tab, enter 
the settings as shown (ports, 
SSL/TLS, etc.).
Click “OK”, then “Next”.

STAP 10 

You will now see a 
confirmation screen.
The email account has 
been set up successfully.




