
How to set up your current email 
programme to download 

messages to Microsoft Office 
Outlook



Example given is with Sky Email

• If your email is with another provider, e.g. BT

• Log into your BT email account
• In your providers search field enter

– 1.  Set up email program
• This tells you what needs to be done within your current 

email system

– 2.  Configure Outlook
• This tells you what needs to be done within Outlook

– Select something like

» Configure POP3/IMAP with Outlook (2003) windows (2003 is 
the version on my computer)



1.  What needs to be done within Sky email settings

2. Click mail settings1.  Go into your current email account



Click forwarding and POP/IMAP



Click either 1st or 2nd selection

Choose whichever selection you 
prefer Click save changes



2.  Create an account in Windows Outlook to 
receive emails from your current provider



1.  Click start

2.  Click E-mail 
Microsoft Office 
Outlook



Click Tools



Click E-mail 
Accounts



Click Add a new e-mail account

Click next



Click POP3



All these fields need completing, Information will be given in the 
help print out you obtained in your current provider titled “Configure 
Outlook”.  See next page for completed fields.



This example is the instructions given by Sky email

Full sky 
email 
address

Name 
you want 
in the 
from field

This 
information is 
given by  sky 
help 

This information 
is given by  sky 
help 

Sky email 
password

Sky 
email 
usernam
e inc. 
@sky.co
m

Finally test account settings



All tasks should have a green tick

If some tasks don’t have a tick, contact your current email support help line

Close if all 
tasks have 
a green 
tick


