
Launch Microsoft Outlook and complete the Startup Wizard. If you've previously started 

Outlook, you may need to select Tools - Email Accounts - Add a new email account. 

 

 



 

 
 

Complete these boxes 

with your information. 



After clicking More Settings above, complete the Outgoing Server tab and Advanced tab 

as shown below: 

 

 



 
 

After clicking OK above, click next and finish the Email account wizard. 

 



After setting up the account in Outlook, select Tools > Options > Preferences > Email 

Options: 

Uncheck - Save copies of messages in Sent Items folder 

 


