
Sending e-mail to e-mail lists with Microsoft Outlook. 

 

Step 1: “File” menu located in Outlook screen, click on “Account Settings”.  Then click on Account 

setting opened below. 

 

Step 2: Choose your Boun e-mail account and click “Change”. 

 



 

Step 3:  After controlling incoming and outgoing mail server names click on “More Settings” 

 

Step 4:  Choose “Outgoing Server” tab from opened window and check in  the box saying “My 

outgoing server (SMTP) requires authentication”.  

 

 

 



 

Step 5:  Choose “Advenced” tab of the same window and write down the number 587 to the box 

“Outgoing server (SMTP)” and then click “OK” 

 

Step 6:   Click on forward button and wait for account testing. If there is no error message click on 

“Close” button. If there is an error message please control the settings in previous steps and make sure 

that you have connected to internet.  

 

 

 



Step 7:  At last a “Congratulations” message will appear on the screen. Click on “Finish” button to end 

up settings.  

 

 


