Configure Email in
Microsoft Outlook
(Desktop)

IMAP/SMTP Setup for
SmartSchoolVehicle.com



Microsoft Outlook Desktop - Email Configuration

1. Open start menu and type in search “control Panel” then click on it.
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2- in search bar type “mail”
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Review your computer's status - ‘p(hange account type
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3- Then click on “Mail (Microsoft Outlook)”
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4- then Click on “Email Accounts...”

B Mail Setup - Outlook

Email Accounts

3 Setup email accounts and directories,

>

Email Accounts...
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Data Files

& Change settings for the files Outlook uses to Data Files...
;@’._,5 store email messages and documents.

Profiles

; g Setup multiple profiles of email accounts and

Show Profiles...
data files. Typically, you only need one.

Close

5- Then Click on “New...” from Email Tab.

-D Account Settings

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

Type

Close




6- Then choose “Manual setup or additional server typer”

.‘{ICID Add Account

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

(") Email Account
our Marme:

Example: Ellen Adams

Email Address:

Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.
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7- Then choose POP or IMAP

Q,D Add Account

Choose Your Account Type

() Microsoft 365

Automatic setup for Microsoft 363 accounts

Email Address:

Example: ellen@contoso.com

© POP or IMAP

Advanced setup for POP or IMAP email accounts

(") Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
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8- Enter the following settings: (Incoming IMAP Server) (Outgoing SMTP Server)
1- Choose IMAP
2- Type your Name
3- Type your Email: YourEmail@smartschoolvehicle.com

4- Type your Email: YourEmail@smartschoolvehicle.com

5- Type mail server twice : mail.smartschoolvehicle.com
6- Type your Password
7- Then Click on More Settings...

) Add Account X

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

User Information Test Account Settings

Your Name: 2 |Type your Name here We recommend that you test your account to ensure that
i the entries are correct.

Email Address: 3 |youremail@smartschoolvehic

Server Information Test Account Settings ...

Account Type: 1 | mee

i i Automatically test account settings when Next is
Incoming mail server: mail.smartschoolvehicle.com clicked

"
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Logon Information

User Mame:

P

youremail@smartschoolvehic

evaad: Mail to keep offline: Al
6 v

B Remember password
7 More Settings ...
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[ Reguire logon using Secure Password Authentication (SPA)

- Incoming (IMAP) Server: mail.smartschoolvehicle.com, Port: 993, SSL/TLS

- Outgoing (SMTP) Server: mail.smartschoolvehicle.com, Port: 465, SSL/TLS


mailto:YourEmail@smartschoolvehicle.com
mailto:YourEmail@smartschoolvehicle.com

9- Then click on “Outgoing Server”
Check mark on “My outgoing server (SMTP) requires authentication”

(B Internet Email Settings X

General |Qutgoing Server] Advanced

My outgoing server (SMTP) requires authentication ]

© Use same settings as my incoming mail server

Remember password

Require Secure Password Authentication (SPA)

10- Then click on “Advanced”
2 & 3 - C9- Then click on “Outgoing Server”
Check mark on “My outgoing server (SMTP) requires authentication”

[ B Internet Email Settings *

General Outgoing Server

Server Port Numbers

3
Incoming server (IMAP]: Use Defaults il

Use the following type of encrypted connection: | S5L/TLS
Qutgoing server (SMTP): 4 2
Use the following type of encrypted connection:

Server Timeouts

Short ~® Long 1 minute
Folders

Root folder path:

Sent Items
[ Do not save copies of sent items
Deleted ltems

[ Mark items for deletion but do not move them automatically

[tems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online

=

Cancel




11- Then click on Next

) Add Account

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

User Information

Your Name: Type your Name here

Email Address: youremail@smartschoolvehic
Server Information

Account Type: IMAP

Incoming mail server: mail.smartschoolvehicle.com
Outgoing mail server (SMTP): | mail.smartschoolvehicle.com
Logon Information

User Name: youremail@smartschoolvehic

Password:

Bemember password

C]Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

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

Test Account Settings ...

Automatically test account settings when Mext is
clicked

Mail to keep offline: All

More Settings ...
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12- Finaly you should see double right checks with green
Test Account Settings |
1 Congratulations! All tests completed successfully. Click Close to continue. Stop
i Close

Tasks  Errors

T

Tasks
\/Log onto incoming mail server (IMAP)
" Send test email message

Status
Completed
Completed

|



13- Then click on Finish

() Add Account

You're all set!

We have all the information we need to set up your account.
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14- Finally look up for Outlook

) outlook

& m Apps Documents Web Settings Folders I » 10425 F M

Best match

. m

o Outlook (classic) 0
App

&, Outlook Outlook (classic)
“® ppp App

Documents
2 Open
Outlook Data File - Dosha.pst 5
B New Email Message
. Outlook_Email_Configuration_Sma New Appointment
rtSchoolVehicle.pptx
PP !:T' New Meeting

EE New Contact

. Outlook Email Configuration Sma
rtSchoolVehicle (1).pptx

New Task
Search the web

Q_ outlook - See more search results
Recent

Folders ﬁ andrew.nader@geosegypt.com - GEOS.pst

B Outlook Files oF Requested authorization key for geosegypt.com.em|
o Domain Transfer Request for geosegypt.com.em|

of Get the official Gmail app.eml|




Final Tips & Notes

* -Replace 'YourEmail' and 'YourPassword' with your actual credentials.
* - Ensure SSL/TLS is enabled for both IMAP and SMTP.

* - Contact your IT admin if you face issues.



