
 
Setting up your School Email address in Outlook on a Mac  
To Send & Receive from home 
 
Tools > Accounts     
 
 
 

 
  



  

Enter your email address 
& click continue 



 

  

Select IMAP/POP 



 

  

Amend name to your 
username 

Enter your email password 

Enter incoming & 
outgoing server 

information as indicated 

Remove tick 
The Port number needs 

to be 143 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Done 



 
 
 
 
Tools > Accounts 
 
 
 
 

 
  

Select More Options 

Change name details in  
Account Description 

&  
Full Name 
if desired 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Select User Name and Password in Authentication 
User Name =  lyssmail@bigpond.com 

Password =  LittleYarra1234 
Click OK 

 
Finished 
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