
 

How to set up store email on MS Office 

 

 

 

 

 

 



1 Control panel  
Search for control panel in windows search bar and enter control panel. 

 

 

  

2 select outlook  
Click on outlook 2016 and set up email accounts. 

 

 

 

 

 

 

 

 

 

 

 



3 Set up outlook  
Click on new. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Choose Manual setup or addition server types. And next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Choose POP or IMAP and click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Your name:  Display name (can be any) 

Email address. store email address  

Account type: POP3 

Incoming email: pop.tobaccosg.com 

Outgoing email:  

TPG : mail.tpg.com.au 

Optusnet : mail.optusnet.com.au 

Dodo : smtp.dodo.com.au 

Bigpond (Telstra): mail.bigpond.com 

Virgin Mobile 3G smtp.virginbroadband.com.au 

Vodafone 3G smtp.vodafone.net.au 

  

Username: Store email address 

Password: Call IT if you are not sure  

 

 

 

 



Click close. 

 

Click finish. 

 

Now your store email has been added to outlook. 

 


