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'Cliék 'Tools' and 'E-mail Accounts'

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
() iew of change existing e-mail accounts

Directory

(O add a new directory or address book

|X| () Wiew or change existing directaries or address books

< Back [ et = ] [ Close ]

Select 'Add a new e-mail account' and click 'Next'
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E-mail Accounts

Server Type
‘fou can choose the bype of server your nevs e-mail acount will work with,

(O Microsoft Exchange Server

Conneck to an Exchange server to read e-mail, access public folders, and share
ents,

ct ko a POP3 e-mail server ko download wour e-mail,

O m™Map

Conneck to an IMAF e-mail server to download e-mail and synchronize mailbos
folders,

O HITP
Conneck to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

(O additional Server Types
Conneck to another workgroup or 3rd-party mail server,

[ < Back ” Mext > ][ Cancel

Select "'POP3' and click 'Next'
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E-mail Accounts

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

User Information Server Information

Your Mame: [vourname] Incoming mail server (POP3Y | il [vourdamain]

E-mail Address: | [vouremail]| Outgaing mail server (SMTP): | mail, [vourdomain]

Logon Information Test Settings

User Name: [user+[yourdomain] After filling out the information on this screen, we
recommend you kest your account by clicking the

Password: skt button below, {Requires network connection)

Remember password

Test Account Settings ...
|:| Log on using Secure Password
Authentication {SPA) Mare Settings ...

[ < Back ” Mext = ][ Cancel

Enter the details of your new email account.

You can choose any name you like (this is what people will see the email as 'from')
Your email address will usually be in the form of [yourname]@|[yourdomain]
The incoming mail server will usually be mail.[yourdomain]

The outgoing mail server can be main.[yourdomain] OR your ISP's mail server
Your username will usually be [yourname]+[yourdomain]

Your password will be supplied on setup

If you want to be able to receive mail from this account on multiple computers click 'More
Settings', if not, skip the next section.
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Internet E-mail Settings [z|

| General || Cukgoing Server || Conneckion | Advanced
Server Port Mumbers

Incoming server (POP3); Use Defaulks

[ his server requires an encrypted connection (55L)

Qutgoing server (SMTP):

[ This server requires an encrypted connection (S5L)

Server Timeouts

S S————— (L= 1 minute

Delivery

[(Leave a copy of messages on the server

Remove from server after I:I

Remove from server when deleted from 'Deleted Itens'

[ Ok ][ Cancel ]

Selecct the 'Advanced' tab. Here you will find the option to 'Leave a copy of messages on the
server'. Checking this option will allow a second computer to be setup the same way so it can also
receive emails from the account, however one of the following two check boxes needs to be selected
on at least one PC or the mail will never be deleted and your mailbox will fill up. If you are
considering enabling this option and are unsure you should contact your provider for clarification.

E-mail Accounts

Congratulations!

‘fou have successfully entered all the information required to
sekup your account,

Ta close the wizard, click Finish,

You are done, click 'Finish' to return to outlook.
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