How to add a POP Email Account to
Outlook.com

Step 1

Visit www.outlook.com and log in using your existing Hotmail.com or Outlook.com email login:

Bz Outlook

Microsoft account What's this?

awesomeguy@hotmail.com

Keep me signed in

Can't access your account?

Sign in with a single-use code

STEP 2

Click on the Settings Wheel Icon at the top right of the page, and choose “Options” from the menu:
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http://www.outlook.com/

STEP 3

Click on the “Your email accounts” link from the Options menu:

STEP 4

Email forwarding

@= outlook.com | v

OpflOﬁS Inbox > Options

Managing your account Preventing junk email

Account details (password, addresses, time zone) Filters and reporting

CI|CI'( Here Safe and blocked senders

Import email accounts

Customizing Outlock.com

Click on the “Add a send-and-receive account” link from the Accounts menu:

STEP S

@z Outlook.com | v

Your email 2cCoUNtS  inbox » Options » Your email accaunts
Microsoft account

Send and receive Details

Add an email accaunt

Add a send-only account if you are forwarding email from your other account. or if your account does
not support receiving email through POP.

Add a send-only account

Add a send-and-receive account if you are sending and receiving email from your POP account.

Add a send-and-receive account }— Click Here

Create an Outlock.com alias
Create additional email addresses to use with your account.

Create an Outlook.com alias

On the account add page, first click on the “Advanced options” link to see additional settings:

B Outlook.com | v

Add a send-and-receive account  inboc » Options » Vour email accounts

You can use Outlack.com to send and receive email from other accounts. To get started, enter your
name, email address, and password below. The name you enter will be used when you send an email
from this account.

Name

Email address

Password

Click Here

Privacy
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STEP 6

Enter the following information in the corresponding fields, replacing the name, email, username and
password with your corresponding values, then click “Next”:

B= Outlook.com | v

Account info

Enter an email address and your name. The name you enter will be used when you send an email
from this account.

Mame

AAYO Webmaster

Email address

webmaster@aayo.net

ncoming (POP3) server information
Specify POP3 server information your email provider has given you.

Server address Port
mail.aayo.net 110 ¥
Requires a secure connection (S5L)
Leave a copy of messages aon the server
Username
webmaster@aayo.net

Password

Qutgoing (SMTP) server information
Specify SMTP server information your email provider has given you.

' 5end email using QOutlook.com's server (recipient may see your Qutlook.com address) Learn
more

® Send email using your provider's server (recipient will not see your Qutlook.com address)
Server address Port
mail.aayo.net 25 ¥
Requires a secure connection (SSL/TLS)

v Use the same username and password to send and receive emall

Privacy

Next Cancel



STEP 7

On the next screen, you will have the option to create a new folder in which to keep all emails received
and sent from this account. Enter a name that makes sense to you, such as “AAYQ”:

% Outlook.com | v

Your emall accounts  inbox = Options » Your email accounts

When mail is received via webmaster@aayo.net, where do you want it saved?

* A new folder called:| apvo

_) An existing folder: AAYO w |

Enter folder

| save | name here

STEP 8

You are done! Click on “Go to your Inbox” link to visit your inbox.

B% Outlook.com| | v

webmaster@aayo.net has been added  inbox > optians > Your email accounts

MNow you can send and receive messages from this account.

Outlook.com will start receiving email now. If there are a lot of messages, it may take up to a day
to get them all. Thanks for your patience.

To check your account status or edit your settings, go to Options,

X |- Click here

You will now have a new folder called “AAYO” on the left side of the screen where all your new email
messages will be stored. When you send an email, you will have the option to select your new email
account to send the email from:

I a! Outlook.com | A @Send @Insertv Save draft Options v

?; AAYO Webmaster Select Test email aayo.net Draft saved at 12:33 PM
&' webmaster@aayo.nef] .

Email
To Cc Bec B!QMA¢&£§E?E€**?§§§H©

webmaster@aayo.net




