Microsoft Outlook Email Account Setup

1. From the Tools menu, select ‘E-mail Accounts...’. In the dialog box that appears
choose ‘Add a new e-mail account’ and then click on the ‘Next =’ button.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(%)iadd a new e-mail account

) View or change existing e-mail accounts

Directory

() Add a new directory or address book
(") View or change existing directories or address books

el
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2. Choose POP3 as the server type and click ‘Next =’.

E-mail Accounts E

Server Type
‘You can chooze the type of server your new e-mail account will wark with.

(") Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

Connect to a POP3 e-mail server to download your e-mail.
) IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

I HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

(") additional Server Types
Connect to another workgroup or 3rd-party mail server.
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3. Your email account information should be setup as this example below replacing
“mydomain.com” with your own where indicated.

4. When you are finished click on the ‘More Settings...” button.

E-mail Accounts El

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your Name: | John Dioe | Incoming mail server (POP3): | mail. mydomain, com |
E-mail Address: |jdne@mydnmain.mm | Outgoing mail server (SMTF): | mail. mydomain. com |
Logon Information Test Settings
User Mame: | jdoe@mydomain.com | After filing out the information on this screen, we
recommend you test your account by dicking the
Passward: |*********** | button below. (Requires network connection)
Remember passwaord
l Test Account Settings ... l

|:| Log on using Secure Password

Authentication (SPA) More Settings
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5. On the ‘General’ tab the first box is to name the email account for your own
reference of differentiating between multiple email accounts.

Internet E-mail Settings

General |Dutgnir1g Server | Connection | Advanced

Mail Account

Type the name by which you would like to refer to this
account. For example: "Wark™ or "Microsoft Mail Server™

John's mydomain, com Email Account |

Other User Information

Organization: | The Company Mame |

Reply E-mail: | |
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6. Configure the ‘Outgoing Server’ tab as shown below.

Internet E-mail Settings

General | Cutgoing Server |Connectinr1 Advanced

!'v'h,-I outgoing server (SMTP) requires authentication

@ Lze same settings as my incoming mail server

{:} Log on using

") Log on to incoming mail server before sending mail

[ oK l ’ Cancel ]

7. Configure the ‘Advanced’ tab as shown below.

8. Click on the ‘OK’ button to save the settings and return to the main screen.

Internet E-mail Settings b_(|

General | Outgoing Server Connecticnl Advanced
Server Port Mumbers

Incoming server (POP3): Use Defaults

[] This server requires an encrypted connection {S5L)

Outgoing server (SMTF): 2025

[] this server requires an encrypted connection {S5L)

Server Timeouts

Short = Long 1 minute

Delivery

[ ]ieave a copy of messages on the server:
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9. From the main screen click on the ‘Test Account Settings...’ button to verify that
your settings are working.

10. Click on the ‘Close’ button.

Test Account Settings

Congratulations! Al tests completed successfully. Click Close to continue.

Tasks | Errors

Tasks Status A
\/Es'ﬁblish network connection Completed

\/Find outgoing mail server (SMTF) Completed

\/Find incoming mail server (POP3) Completed L
\/Lng onto incoming mail server (PO... Completed
" Send test e-mail message Completed b

11.Click on the ‘Next =’ button in the main screen to finish the account setup.
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