How to setup your email account in Outlook

SETUP YOUR EMAIL ACCOUNT IN OUTLOOK

1. USING YOUR ISP (INTERNET SERVICE PROVIDER) TO SEND MAIL

Open your Outlook. Go to TOOLS - EMAIL ACCOUNTS. Select Add a new
email account radio box. Click next.

E-mail Accounts

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

E-mail

" add a new e-mail account
i~ view or change existing e-mail accounts

Directory

i add a new direckary or address baok

" View or change existing directories or address books

= Back I Mext = I Close
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Select the server type POP3.

E-mail Accounts i

Server Type
You can choose the bype of server your nesw e-mail acount will wark with,

" Microsoft Exchange Server
Conneck ko an Exchange server to read e-mail, access public folders, and share
documents.,

= popP3
Conneck ko a POP3 e-mail server to download wour e-mail,

" IMaAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailboz:
Folders,

" HTTP

iConneck to an HTTR e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.,

" additional Server Types

Conneck ta anather workgroup or Srd-party mail server,

Complete the fields marked with arrows with the appropriate content.
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E-mail Accounts 0 x|

Internet E-mail Settings {(POP3)
Each of these settings are required ko get wour e-mail account working.

User Information Server Information
change to mail yourdomainname

Yaur Mame: I]-.:,h,-, doe Incoming mail sersver (POP3): Imail.al:n:.u:u:um i —
E-mail Address: Ijnhndne@abc.cnm Dutgoing rmail serwver (SMTR): Ismtp.':.n:nurISF' il

change to smip_yourinternetproviderdomainname
Logon Information Test Settings

complete email address

Lser Marne: Ijnhndne@abc.cnm fillimg out the information on this screen, we

recommend you best wour account by clicking the
Password: |********* butkon below, (Requires network connection)

¥ Remember password
Test Account Settings ...

[ Log an using Secure Password

Authentication (SPA) More Setkings ...

« Back I Mexk = I Zancel

When done, click Test Account Settings button to see if it works. Click OK
button and NEXT buttons to complete your work.
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E-mail Accounts ] ‘XI

Congratulations!

Yau have successfully entered all the infarmation required to
setup wour account.,

To close the wizard, click Finish,

= Batk Finish

2. USING JEV MARKETING TO SEND MAIL

Go to TOOLS - EMAIL ACCOUNTS. Select Add a new email account radio
box. Click next.
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E-mail Accounts

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

E-mail

% add 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
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E-mail Accounts E[

Server Type
You can choose the bype of server vour ness e-mail acount will wark with,

{" Microsoft Exchange Server
Conneck to an Exchange server ko read e-mail, access public folders, and share
documents,

+ poP3
Connect ko a POP3 e-mail server ko download your e-mail,

" IMap
Caonneck ta an IMAP e-mail server ta download s-mail and synchronize mailbox
folders,

" HTTP

Connect to an HTTP e-mail server such as Hotmail ta dawnload e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect to another wafkgrcuh_p or 3rd-party mail server,

< Back I Mewxk = I Cancel
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E-mail Accounts x|

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account warking,

User Information Server Information = :

change to mail.yourdomainname
Your Marme: Ij,:,h,-, daoe Incaming mail server (POP3): Imail.al:n:.n:n:nm R
E-mail Address; Ij,:,hnd,:,e@ab,:.,:,:,m Cuikgaing mail server (SMTRY: Imail.al:u:.-:u:um m—

change to mail yourdomainname

Logon Information Test Settings
complete email address
Lser Marne: Iju:uhndu:ue@al:u:.u:u:um it} filling out the information on this screen, we
recommend you kesk your account by clicking the
Passwiord: |********* button below, (Requires nebwork conneckion))

¥ Remember password
Tesk Account Setkings ...

[ Log on using Secure Password

Authentication {5PA) Mate Setkings ...

< Back I Flexk = I Cancel

Click on More Setting tab. Select Outgoing Server tab. Please notice that
the My outgoing server SMTP requires authentication checkbox is checked.
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Internet E-mail Settings

Click on the Advanced tab.
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E-mail Accounts

|1} Internet E-mail Settings ﬂ

Us

Ya

E-r

Lo

=

Pa

General I Outgoing Server I Conneckion  Advanced I

Server Pork Mumbers e Bt ettt
Incaming server (POPE): | 10 gy Use Defaults |
[ This server requires an encrypted conneckion {S5L)
Dutgoing server (SMTR): | 125 must change to 125

Imail.al:u:.u:u:um

Imail.al:u:.u:u:um

[ This server requires an encr SWr%c'EJiDEr}EStR)SE"d efnails

Server Timeouts

Shaort = f————— Llong 1 minuke

Delivery

[™ Leave a copy of messages on the server

T Remove from server aFterI 10 3: s

[T Remove fromserver when deleted from 'Deleted Items'

n on this screen, we
rount by clicking the
ork conneckion)

Mare Settings ...

II Mext =

Cancel

(] 4 I Canicel |

Click OK and Test Account Settings to see if it work. Click Next button to
complete your work.
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E-mail Accounts ‘Xt

Congratulations!

Yau have successfully entered all the infarmation required to
setup wour account.,

To close the wizard, click Finish,
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