
How to add additional email accounts using Outlook 2010 

Step 1. Open Outlook 2010 and click File at the top, then Info down the side, then Account Settings. 

 

Step 2. On the Email tab, click on the New button near the top. 

 

 

 

 



Step 3.  Near the bottom, select the button that says, “Manually configure server settings or additional server 
types.” 

 

Step 4.  Select the first option “Internet E-mail”. 

 

 

 

 



Step 5. Enter your name under User Information. The ‘E-mail Address’ field is what you want the email 
address to be (example: john.doe@yourdomain.com). Make sure you use your domain name after the @ 
symbol. Under ‘Server Information’ both Incoming Mail and Outgoing Mail server should be set to: 
mail.securitylabs.com. Make the User Name the same as the E-mail Address. Choose a password that you will 
use to log in to the account with. Before clicking the Next button, choose the More Settings… button.  

 

Step 6. Choose the Outgoing Server tab and check “My outgoing server (SMTP) requires authentication” then 
hit OK.  

 

 

Step 7. Click Finish to complete the new email setup. 
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