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Setting Up Your E-mail in Office Outlook 2007

Before you can use Outlook 2007 to send and receive e-mail, you need to set up an account.

Start Outlook 2007

1. Click the Start button.
2. Point to Microsoft Office Outlook
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Set up an Outlook E-mail Account

An email setup wizard should launch to assist you. (if the setup wizard doesn’t automatically launch, you can start it by
selecting The Tools menu....... Select Account Settings....... then select New... )
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If the wizard starts with the screen “Auto Account Setup” (see below), tick the box that says “Manually Gonfigure
server settings” and click Next >

Configuring Outlook Accounts

Add New E-mail Account

Auto Account Setup

Manually configure server settings or additional server types
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1. Select Internet E-Mail

Gam| Configuring Outlook

Configuring Outlook Accounts

Add New E-mail Account

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
Microsoft Exchange

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

Connect to a server type shown below.

a Microsoft Office Ou...
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2. Type in the following details :

o Your Name - Type in Your Name. (This is what is shown to people in their inbox when they receive
a message from you. Some people may prefer to put in their company name here)

e E-mail Address — Type in your e-mail address.

e Account Type — Select POP3 as the account type.

¢ Incoming mail server - should be set as mail.yourdomain.com (If you are unsure of your exact
setting, call us and we can advise)

e  Outgoing mail server - should also be set as mail.yourdomain.com (If you are unsure of your exact
setting, call us and we can advise)

e Email username - this is usually the same as your email address

e Password — Type in your password  (again if you are unsure of the password, don’t guess it, call
us)

o Do NOT tick the box “Require login using SPA”, leave this blank.

e (lick More Settings...

Configuring Outlook

Configuring Outlook Accounts

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 Name: Joe Bloggs After filing out the information on this screen, we

recommend you test your account by dicking the
E-mail Address: {joe@mydomain.com button below. {Requires network connection)

Server Information
| Test Account Settings ...

Account Type: POP3

Incoming mail server: \mail. mydomain, com

Cutgeing mail server (SMTP): | mail. mydomain. com
Logon Information

User Name: {joe@mydomain.com

Password: sessien]

[#]Remember password

|:i Require logon using Secure Password Authentication (SPA)
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3. More Settings

e  (lick the tab that says “Outgoing Server”

e Place a Tick in the box “My Outgoing Server (SMTP) requires authentication, leave all other settings as they
are.

e (lick OK, Then Next >

Configuring Outlook A

Add New E-mail Account

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

e ion Test Account Settings
d Internet E-mail Settings @

ut the information on this screen, we
[vou test your account by dicking the
. {Reguires network connection)

My outgoing server (SMTP) requires authentication

(@ Lise same settings as my incoming mail server bnt Settings ...

(71 Log on using

() Log on to incoming mail server befare sending mail

More Settings ...

e
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4. Setup is complete

e (Click Finish

Configuring Outlook A

Add New E-mail Account

Congratulations!

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

To dose the wizard, dick Finish.
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