Remove copies from the
server in Outlook

1.

Click on File > Account Settings > Account Settings...

Locate your account and double-click



to open its settings.
Account Settings =30

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail | Data Files | RS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

éjﬂew *Eepalr... 'Chgnge... Qietasgefault XRemwe T+ 4

Type

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







Add Account

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

User Information Test Account Settings
Your Mame: A Earrister We recommend that you test your account to ensure that
) = - — the entries are correct.
Email Address: |a.barrister@qgldbar.asn.au
Server Information - 1
| Test Account Settings ...
Account Type: (PR3 el e e )
Incoming mail server: :méil .I.d.bar S gutpmatlcally test account settings when Mext
e is clicked
Dutgoing mail server [SMTP): 'rﬁail.qldbar.asn.au Deliver new messages to:
Logon Information @) Mew Cutlook Data File
User Mame: s Harrickar I_) Existing Outlook Data File
Password: | EEEEREEREE ' Browse
Eemember password
|:| Require logon using Secure Password Authentication
[SPA)
< Back Mext = . Cancel

In the Advanced tab, under Delivery, make sure the settings are as follows. This will maintain a

copy on the server for 14 days



after it has been retrieved by your Outlook program. A copy of all emails will remain stored locally
on your computer, until fully deleted within Outlook.

Internet E-mail Settings

I General ; Outgoing Servey | Advanced |

Server Port Mumbers

Incoming server [POP3): |'|1ﬂ | | Use Defaults |
|:|Thi5 server requires an encrypted connedtion [55L)
Cutgoing server [SMTF): ! 587 !

Use the following type of encrypted connection: ;NDHE [

Server Timeouts

Short Long 1 minute
Delivery

Leave a copy of messages on the server

Remove from server after 14_?'3“:I days

|:| Remove from server when deleted from "Deleted ltems’

oK || Cancel

Click OK.



Click Next. A test will be run to confirm your settings are correct. Once the test is complete, click

Closg, then click Finish on the following screen.
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