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Configure outlook 2013/2016/2019 version.
Close Outlook if running then Go to Control Panel select Mail app and click on Email Accounts
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Setup email accounts and directories.

Change settings for the files Qutlook uses to
store email messages and documents.

Setup multiple profiles of email accounts and
data files. Typically, you only need one.
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Email Accounts...
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b. Click on New option

@ Mail Setup
Email Accounts
3 Setup email accounts and directories.

Data Files

J?h Change settings for the files Outlock uses to Data Files..

'3 store email messages and documents.

Profiles
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Setup multiple profiles of email accounts and

Sh Profiles..
data files. Typically, you only need one. ow Frofiles
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c. Enter user details as required and
verficiation and select finish.
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Auto Account Setup

@ Email Account
Your Mame:

3 Example: Ellen Adams

Email Address:

Example: ellen@contoso.com

Password:

Retype Password:
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Eila Liic, Ennts G o

&
=N Ce
1‘_"0 Re

Email Accounts...

P Account Settings

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

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
& Mew.. #F Change... X Remaove
Hame Type

Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

Jjawasthi.doit@rajasthan.gov.in\Inbox
in data file C:\Users\..\Outlookijawasthi.doit@rajasthan. gov.n - Jawa.ost

Close

Outlook can automatically configure many email accounts.

Type the password your Internet service provider has given you.
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click next outlook will configure account after

credential



d. Launch Outlook, after launch outlook may ask password for the account. Enter password and check
remember me option. If any password change after as previous setup then go to control panel->
credential manager-> windows credential-> remove all saved password of User account.

e. Go to send/receive in Outlook and configure some changes related to account.
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K ‘.ﬁﬁ A Send/Receive group contains a collection of Cutlook accounts and

i folders. You can specify the tasks that will be performed on the group
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Setting for group “All Accounts”

Include this group in send/receive [F3).
Schedule an automatic send/receive every | 1 | minutes.

|:| Perform an automatic send/receive when exiting.

When Qutlook is Offline

Include this group in send/receive [F9). \>

Schedule an automatic send/receive every 1 | minutes,
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Close

f. Click on edit option and check boxes as given in screen shot



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

ajasthan.gov.in Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

Jjawasthi.doit@rajasthan.gov.in\Inbox
in data file CWUsers\.. \Outlook\jawasthi.doit@rajasthan.gov.in - ja.ost

Close

Send/Receive Settings - All Accounts >
Accounts Include the selected account in this group Account Properties...
Account Options
Select the options you want for the selected account
send mail items [ make folder home pages available
Receive mail items CHE
[ synchronize forms
Download offline address book
Address Book Settings...
Folder Options
Select folders from the selected account to include in send/receive. Complete items including
attachments will be downloaded for subscribed folders,
N A Download headers only
> Inbox [2114] Download complete item including
7 Drafts attachments
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g. After setup account go to File -> Info -> Account setting
Infa
“ jawasthi.doit@rajasthan.gow.in
Open & Export Micrasoft Exchange
+ Add Account
IET‘ Account Settings
L Lo Change settings for this account or set up more
Account connections.
Settings ~ Access this account on the web.
N, owa
Account Settings... _
5 or Android.
a. . Add and rermove accounts or change
existing connection settings.
= Account Name and Sync Settings Change
h. On Email Tab select account recently added and select change Tab.
Account Settings >




i. After selecting change Tab scroll option “Download email for the past” to select the length of period
email to synchronize in outlook and click next and Press F9 button to synchronize mails for the
setting.
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j. After synchronization of all mail in Outlook go to File - > Open & Export-> Import/export

‘-...-Jr_)\..__l ]

Open Calendar

Open & Export E Open a calendar file in Outlook (.ics, wes).
Open
Calendar
Sawve As
Open Outlook Data File
e e IS Open an Outlook data file (.pst).
Open Outlook
Print Data File
N Import/Export
€ Import or export files and settings.
Import/Export

Other User's Folder
> Open a folder shared by another user.
Other User's
Folder

k. Select export to file



Impeort and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

<

Import a VCARD e |,

Import an iCalendar (.ics] o alendar file [.vcs)
Import from another program ile

Import R55 Feeds from an COPML fi

Impaort R55 Feeds from the Common Fedd List

Description

Export Qutlook information to a file for use in
other programs.
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I. Select Outlook data file (.pst)

Export to a File

Create a file of type:

Comma Separated Values

| < Back || Mext = || Cancel |
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m. Select folder which u want to take backup include subfolder If required.

Export Outlook Diata File .

Select the folder to export from:

» Inbox [2114] P
1% Drafts
£ Sent ltems
[z Deleted Items (2)
Archive
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CC

Contacts
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£ >

@Include subfolders
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n. Select path to save .pst file

Export Outlook Data File et

Save exported file as:

D:\Mailbackup21022023.pst Browse...
Options

@ Replace duplicates with items exported d
OAIIow duplicate items to be created

ODO not export duplicate items LE

0. After completion of process Import .pst file in File->Open & Export->Import/Export to check backup
status as given.

p. After successful backup order mails in Outlook -> Inbox in descending order date wise and select
bunch of older mails and delete before delete (ensure mailed backup is complete). Remove mail
from deleted folder also. Deletion of mails will free space from allotted Inbox quota.

Note - If facing issue in account setup, first close outlook
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Check internet connection of system.
Outlook application properly installed (for better functionality install license version).
Use Microsoft Outlook Version 2013 onward recommended.
Go to Control Panel -> Credential manager -> Windows credential
a. Remove all saved credential entries for the account you wants to add in outlook.



