
Outlook Email Configuration Settings – POP 

 
 
Step 1  
– Open Outlook and click the Tools menu in the top tool bar. From the 
drop down menu, select E-mail Accounts…  
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Step 2  
– Select ‘Add a new email account’ and click Next. 
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Step 3 
– Select POP3 and click Next. 
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Step 4:  
– Under the User Information section: type in your name and full email 
address. 
– Then under the Logon Information: type in your full email address 
and your password. 
– Then enter the Server Information: type mail1.globalrelay.com in 
BOTH the Incoming and Outgoing mail server text boxes. 
 
Note: You may check the Remember password box if you do not wish 
to re-enter your password every time you log into your email in 
Outlook. 
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Step 5  
– In the same screen, select the ‘More Settings…’ button. 
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Step 6 
– Click the General tab and enter a name for your Mail Account. It will 
be the name that is displayed when you look at a list of all email 
accounts that are accessible by Outlook (on your computer only). 
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Step 7  
– Click the Outgoing Server tab. Check the small box next to ‘My 
outgoing server (SMTP) requires authentication. Then select ‘Use same 
settings as my incoming mail server’. 
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Step 8  
– Click the Advanced tab.  Enter 110 in the text box beside Incoming 
server. Then enter 8025 in the text box beside Outgoing server. Then 
press OK. 
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Optional Secure Connection Settings (SSL) 
– Under the Advanced tab, you can check the two boxes beside ‘This 
server requires a secure connection (SSL)’ under both the SMTP and 
POP3 fields. If you do, be sure that the SMTP port number is set to 
465 and the IMAP port is set to 995. 
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Step 9  
– Click Finish. The Internet Connection Wizard screen will close itself. 
 

 
 
 

Congratulations! 
 

You have successfully configured your Outlook email account. 
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