To Set Up Your Email Account in Microsoft Outlook 2007
1. Start Microsoft Outlook 2007. When the Startup Wilzdisplays, clickNext.
NOTE: If the Startup Wizard doesn't automatically digpfaom the Tools menu, select

Account Settings, and then click New. In the AddWN&-mail Account dialog box,
select Microsoft Exchange, POP3, IMAP, or HTTPnthkck Next.
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2. On theAccount Configuration page, select esto indicate you want to configure an
email account, and then clidkext.



Account Confguration

E-madl Accounts

Youa can configurs Dutiosk to conrect bo Intermed E-mad, Microsoft Exchangs, o
pther E-mal server, 'Would you Bae to configure an E-mal account ¥

o Yes
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. On theAuto Account Setup page, enter the following:

Your Name
Enter your first and last name.
E-mail Address
Enter your email address.
Password
Enter the password you created for your email aticou
Retype Password
Enter your password again.

. At the bottom of the page, selédtanually configure server settings or additional
server types, and then cliciNext.
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Auta Accosnt Setup

Clheiirng Mact will conbact your e-mal server and configues your [nteened Sarice provider of Micragoft
Exchangs seeves sciount sebtings,

¥onter Namne: Jane Smith
Example: Barbars Sankovic

E-mail Address: mith@oockexampls, com
Exvavngie; b b gl onkoso Lom

Passward: R—

Retype Password;  ***==
Tme&upmdm [rRarrst arvioe provider has Qhvan you,

o Manualy cordiguns server seltings of addiional server types
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5. On theChoose E-mail Service page, seledinter net E-mail, and then clicNext.
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Choose E-mail Service

@ Intermet E-mmadl
Cormect bo your POP, BSAP, or HTTP server 0 send and receive a-mal messages.

Microsolt Exchange
Connmct by Marosoft Exchange for acoess to your s-mad, calender, contacts, Faors amd woos mad.

oither
Cornect bo s server bype shown below.
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6. On thel nternet E-mail Settings page, enter your email account information a®ved:

Your Name

Enter your first and last name.
E-mail Address

Enter your email address.
Account Type



SelectPOP3.
Incoming mail server
Typemail.mydomain.com for your incoming mail server.
Outgoing mail server (SMTP)
Typemail.mydomain.com for your outgoing mail server.
User Name
Enter your email address again.
Password
Enter the password you created for your email aticou

7. Select thdRemember Password checkbox, and then clid or e Settings.
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Inbernet E-rmail Settings
Ench of thess pettings e reguined bo gal your e-mad acoount working,

User Information Test Account Settings
i Marne; Lo Seedh Alter filrg oot the information on this scresn, we
reC o yous bast your account by deching the
E-mad Adddrase: Jemsthhg b ameske . com button below. (Reguices network conrection)
Server Information -
Ao i o - Test Account Settings ...
Encomineg el server ! pop. secursseryer. el
Cutigoing mal server (SMTP) | cominout senurerenven el
Logomn Information
Lisar Mens; femithiflicoclecampls com
Password; aEbnnn e
o | Resmember password
Regure logon using Seoure Password Authertication (SPA) f premm— ...“.
L
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8. In the Internet E-mail Settings window, go to Detgoing Server tab. CheckMy
outgoing server (SMTP) requires authentication and selecUse same settings as my
incoming mail server.
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iZeneral | ©ukgoing Server |Cu:unneu:tiu:un Advanced

My okgoing server (SMTP) requires authenticakion
@ Use same sekkings as my incoming mail server

(7 Log on using

Remember passward
Fequire Secure Password Authentication (SPA)

(77 Log on ko incaming mail server before sending mail

[ Ok ][ Cancel ]

9. Go to theAdvanced tab. Verify that you hav&l0 for your incoming server (POP3) and
25 for your outgoing server (SMTP), and then cl@K.

NOTE: If you have trouble sending email you can als@@yor your outgoing server
(SMTP) port.



Internet E-mail Settings

| General | Outgoing Server | Cornection | Advanced |

Server Pork Mumbers -

Incoming server (POP3; | | [ Ilse Defaults ]

[ ] This server requires an encrvpted connection (S50

Qukgoing seryver (SMTR |Ei
IUse the Following kype of encrypted connection: I_NEII'lE w |
Server Timeouts -
Short =7 Long 1 minute
Delivery - =
[Leave a copy of messages on the server

Femiove From server after 10 days

Remiove From server when deleted From 'Deleted Items'

[_ 2K ][ Zancel ]

10.Click Test Account Settings. Microsoft will send itself a message to test ymaoming
and outgoing capabilities. Once this is complédiek dNext.

Add hew E-mml Account .F"...i

Inbernet E-rmail Settings
Ench of thess petiings e reguined bo gal your e-mad acoount working,

User Information Test Account Settings

our Marne: Tar Seth Aldvar fillirg oot the information on this screen, we
resormreerycl yous bst pour stoount by clcking Hhe

E-mad fddress: Jerrathuie coode camgsla, o Ibustbon bedowy, (Rsuiress nsbwonle Conmechion)

Server Information 7 - |

Aroount Type: o - —

Encoming enadl sarver: pop securesirves.nel

Cukgoineg mad server (SMTR): | emipout seourerenvernel
Logon Infornatinn
Lissar MNeans: femithiliccolexampls, coem
Password: P—

o | Resmember password

| Fiecuine logon using Secure Password Authentication (SP4) TR
Miore Seltgs .. |

<oock | et | [ conce




11. Click Finish.
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Cangratulations!

“fou hawve successfully entered a the infamation regquired to sehup your

To chiee Hre wiizard, click: Firesh.




