Configure Microsoft Outlook 2007

NOTICE:
It is important that you have the following information before you start this process:

e Your email address

e Your user name

e  Your email password

e Your Incoming mail server (POP3)

e Your Outgoing mail server (SMTP) - You will need contact either your internal IT person or your ISP to find out
what to use here.

To configure your email client when running Microsoft Office 2003, click on Start, the click on Control Panel, and then click on the

@ il

mail icon. A screen similar to the following should then appear-

Click on E-mail
Accounts

E-mail Accounts N

Setup e-mail accounts and directories. E-mail Accmis. ..

o
N

Diata Files

&, Change settings for the files Outlook uses to Data Files...
&- store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and Shaw Profiles. .. |
data files. Typically, you only need one.

Close |
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T3 Account Settings o

E-mail Accounts
You can add or remove an account, You can select an account and change its settings,

Click New

|
E-mail I;\ /eF‘oint Lists I Internet Calendars | Published Calendars | Address Books

.HI Mew . ﬁ Repair,.. W change... @& SetasDefaulk 3 Remove # #

Mame Type
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3 Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings,

Your Name: test mjz

Example: Barbara Sankovic

E-mail Address: testmjz@<w.com

Example: barbara@contoso. com

First, click here
to Manually

\{ configure
Then, Click

Next

Manually configure server settings or additional server types

< Back [ Mext =
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(A Add New E-mail Account |5

Choose E-m»™
Click here

L\ J

@ Internet E-mail

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

(71 Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
i) Other

Connect to a server type shown below,

Fax Mail Transpart
Microsoft Office Outlook Connector
Qutlook Mobile Service (Text Messaging)

Click Next

< Back ][ Mext = ][ Cancel
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:9 Add Mew E-mail Account ﬁ

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

User Information Test Account Settings
Your Mame: After filling out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: button below. {Requires network connection)
Server Information
Test Account Settings ...
Account Type: FOP3 IE‘

Incoming mail server:

Qutgoing mail server (SMTF):

Logon Information
ser Mame:
Password:
Remember password
[] Require logon using Secure Password Authentication (SPA) More Settings ...

When we configure your mail accounts, we always configure a machine name called Mail.mydomain.com
where mydomain.com is whatever domain name you've registered. For example, if your domain name is
Acme.com, fill in mail.acme.com in the Internet mail Server field.

Next, fill in the name of your mail account (such as jsmith in the account Name field. This is the name of your
"POP" (Post Office Protocol) mailbox. It may be different from your "from™ address that you give out to others.

If we configured your mail on our IMAIL server, then your POP account name will be the same as your from
address (jsmith@acme.com for example).
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Fill in the form
;3 Add Mew E-mail Account with your

information

Internet E-mail Settings N
Each of these settings are required to get your e-mail account working,

User Information Test Account Settings
Your Mame: Jane Smith After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: j=mith @acme. com button below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: FOF3 E
Incoming mail server: mail.zcme, com

COutgeing mail server (SMTPY: | mail. windstream. com

Logon Information
User Name: jsmith @acme.com :
Click More
Password; EEEEEE i
Settings

Remember password

[ Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Mext = ][ Cancel
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~-~%oyre Microsoft Outlook 2007
Click Outgoing

,‘,'3 Internet E-mail Setting, SRS / ﬁ
General | Qutgoing Server | Connection I Advanced

Mail Account
Type the name by which you want to refer to this account. For
example: “Work™ or "Microsoft Mail Server”

jsmithi@acme. com
‘[ | Other User Information

] Organization:

N Reply E-mail:

[ oK ] [ Cancel
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I
(A" Click here S

/

Wnnecﬁun | Advanced
¥ TMy outgoing server (SMTF) requires authentication

i@ Use same settings as my incoming mail server

7} Log on using
Iser Mame:
| Password:
L Remember password
[ Reguire Secure Password Authentication (SPA)
N (71 Log on to incoming mail server before sending mail

Then Click OK
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-
3 Add New E-mail Account

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

User Information Test Account Settings .

fer fil e info Click Test
Your Name: Jane Smith After filling out the inform

_ recommend you test youl Account

E-mail Address: jsmith@acme. com button below. (Requires n\\ Settings
Server Information

Test Account Settings ...
Account Type: POP3
Incoming mail server: mail.acrme. com

Outgoing mail server (SMTP): | mail, windstream, com

Logon Information
User Mame: jsmith @acme. com
Password: FEEEEE

Remember password

[] Require logon using Secure Password Authentication (SPA)

More Settings ...

)

< Back ][ Mext = ][ Cancel

3 Change E-mail Account

-
Test A t Setti - .
est Account Sethings, s Click Close
Congratulations! All tests completed successfully. Click Close to continue. Stop .
Cloze : I
Tasks | Errors
Tasks Status
\/Lng onto incoming mail server (POP3) Completed
" Send test e-mail message Completed
I]
LDy - |
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-
3 Add New E-mail Account

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

User Information Test Account Settings
Your Mame: Jane Smith After filing out the information on this screen, we

recommend you test your account by dicking the
E-mail Address: jsmith @acme. com button below. (Requires network connection)
Server Information

Test Account Settings ... ]

Account Type: POP3
Incoming mail server: mail.acrme. com

Outgoing mail server (SMTP): | mail, windstream, com

Logon Information
User Name: jsmith@acme. com
Password: —
Remember password
[] Require logon using Secure Password Authentication (SPA) Click New
N
< Back ][ M el
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{3 Change E-mail Account
TR

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.

Click Finish
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