Email Setup — Microsoft Outlook

1) Open Outlook. Click on Tools, and E-mail Accounts.
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2) Click add a new E-mail account, then click ‘Next’
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E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Outloak uses,

E-mail
* add a new e-mail account

" Wiew or change existing e-mail accounts

Directory
" add a new directory or address book

" Wiew or change existing directories or address books
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3) Click POP3, and then click ‘Next’
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Server Type

aft ootbole

You can choose the bype of server wour new e-mail acount will work with, g%l

[~ |

i Microsoft Exchange Server
i_onneck ko an Exchange server to read e-mail, access public folders, and
share documents,

* POP3

Conneck ko a POP3 e-mail server to download
wollk &-mail,

" IMAP

Conneck ko an IMAP &-mail server ko download e-mail and synchronize
maill:u:_ux folders,

" HTTP

Conneck ko an HTTP e-mail server such as Hokmail ko download e-mail and
synchronize mailbox folders,

i~ Additional Server Types
iConneck ko another workgroup or 3rd-parky mail server,
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4) Enter the information for your specific email address as follows (substituting yourname@yourdomain with your
actual email address):

MOrE il LA E Bl alaTel, -".— — - L
B E-mail Accounts 2| x|
Internet E-mail Settings (POP3) i
Each of these settings are required ko get wour e-mail account working. :
_|: User Information server Information
four Name: I Enter vour Full name here Incoming mail server (POP3): ||:u:||:|.a|:|:|:|unt5u|:||:u:|rt.n:|:|m
Logon Information Test Settings
EEer M. : after filling out the information on this screen, we
Iname@ynurdnmaln.mm recommend wou kest your account by clicking the butkan
Password: I*********l below, (Reqguires nebwork, conneckion)
v Remember password Test Account Settings ...

1 Log on using Secure Passwiord
Authenticakion (SP&A) Mors Settngs - |

< Back I Meut » I Canicel I

e I



5) When you are finished putting in your specific email specifications, click on ‘More Settings’ to get to the screen
below:
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) E-mail Accounts el
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Internet E-mail Settings (POP3) @

| Internet E-mail Settings 2] x|

Leneral | Outgoing Sewerl Ennnectinnl f-‘-.dvanu:eu:ll

[~ |

YAl Mail &ccount

Ipup.accnuntsuppurt.cum
Type the name by which you would like to refer bo this

account, Faor example: "Waork! or "Microsaft Mail Server” |smtp.accnuntsuppnrt.cnm
Lot
Lise Dther Lser Informakion 0 an this screen, we
ount by clicking the button
Fas 2rganizakion: | neckion)
Reply E-mail: | |
B

More Setkings ...
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6) Click on the ‘Outgoing Server’ tab at the top to get to the screen below:

NP el [(I51] i ninl:
B E-mail Accounts ilil
:  Internet E-mail Settings (POP3) ‘5

I Internet E-mail Settings d B ]

General Hutgaing Server | Ennnectil:un_l r-‘-.d\-'ancedl

[~ | I

Lisi
Yol [¥ My outgoing server (SMTF) requires authentication |pnp.accnunt5uppurt.cum
E-mr % Use same setkings as my incoming mail server |5mtp,a.:.:.:.unt5upp.:|rt.cnm
a2 Log on using
Loc [User Mame: I
Lise Passward: | non this screen, we
ounk by clicking the bukton
Pas ¥ Rememberpassword mieckion)
I Log on using Secire Password Suthentication |
L " Log on ko incoming mail server before sending mail

More Sethings ...
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Internet E-mail Settings (POP3) £
Each of these settings are required to gek vour e-mail account working.
User Information Server Information
ifour Mame: I Enker your Full name here Incoming mail server (POP3): Ipnp.accnuntsuppnrt.cnm
E-mail Address: Iname@ynurdnmain.cnm Qutbgaing mail server (SMTR): Ismtp.accnuntsuppnrt.cnm
Logon Information Test Settings
lserPlame: : After filling out the information on this screen, we
Iname@ynurdnmaln.mm recommend wou kest wour account by clicking the butkon
Passwiard: I*********l belowy, (Requires network connection)
W Remember password Test Account Settings ...

7) Click on the box that says ‘My outgoing server (SMTP) requires authentication’ and make sure the ‘Use same

settings as my incoming mail server’ button is clicked.
8) Click OK, which will bring you back to the screen below:

| Log on using Secure Password

Authentication (SP&) Maore Settings
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Click ‘Next’ and ‘Finish’ and your email account is set up.



