
Outlook 2007 
 
 

1. Click >All Programs>Microsoft Office>Microsoft Office Outlook 2007 
or you can type outlook in the Start Search bar 

2. If this is the first time opening this program you can skip to Step 4.  If you 
have opened the program before click Tools and Account Settings: 

 

 
 

3. On the email tab click New. 
 



 
 

4. Check the box to Manually configure server settings or additional server types 
and click next. 

 

 
 

5. Click the button for Internet E-mail and click Next. 



 

 
 

6. Fill in the information with what was provided to you as so. 
 

 
 



7. Click on the “More Settings” button 
8. Select the Outgoing Server Tab and check the box that says “My outgoing 

server (SMTP) requires authentication.” 

 
 

9. Click on the Advanced Tab 
10. Under Incoming server (POP3) select the box that says “ This server requires 

an encrypted connection (SSL).  Make sure the number changes for 110 to 
995.  Under Outgoing server (SMTP) click the down arrow next to the phrase 
Use the following type of encrypted connection and select SSL.  Change the 
number from 25 to 465. 

11. Click OK 
 



 
 

12. Click on Test Account Settings and you will get 2 green check marks.  If you 
don’t get 2 green check marks please double check your settings and spelling. 

 

 
 

13. Click Close, then next and Finish. 
 
 


