
To setup Outlook 2010, 2016 or the latest version on your 

computer, follow the following steps:  
• Click Microsoft outlook 2010, 2016 or the latest version to launch the application.  

• Click the “file” tab and then click the “add account” tab. You will see the screen 

below. Make sure the “Manual configure server settings or additional server types” is 

selected. 

 

Click “next” and you will see the screen below. Make sure the “Internet E-mail” option 

is selected 

 



Click next and you will see the screen below. Fill in your details and note that the incoming 

and outgoing mail server for makerere is “mail.mak.ac.ug”. Also make sure that your 

“user name” is the entire email address. The “password” is that of the input email 

address. 

 

Click “More settings” and you will see the screen below which has four tabs 

(General,Outgoing server,Connection and Advanced).Filling in the “general tab” is 

optional. 

 



Make sure the “Outgoing Server” tab is configured as seen below 

 

Make sure the “Connection” tab is configured as seen below 

 

Make sure the “Advanced” tab is configured as shown below.  

Under the “Delivery” section, when you select “leave a copy on the server”, a copy of 

your messages will remain on our mail server and you will still see them when you log into 

your webmail. “Remove from the Server” means the messages will only be available in 

your outlook. This option automatically cleans up your webmail inbox depending on the 

number of days set. 



 

Once you have completed the setup, click OK and you will revert back to the screen below 

,at which point you may decide to test the settings by clicking “Test account settings” or 

clicking next and finishing the setup 

 


