Mail Setup: Microsoft Outlook

Configure Microsoft Outlook

Outlook is an E-Mail Application included with Microsoft Office. You can
configure Outlook to check as many E-mail address as you like.

To add an e-mail 1d to Outlook:
Start Outlook

Choose E-mail Accounts from Tools Menu. (See Screen Shot:1)
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The E-Mail Account Dialog Box will appear

Choose “Add a new e-mail account” from E-mail Section and click Next.

See Screen Shot: 2

E-mail Accounts
%ou can change the e-mail accounts and directories that Cutlook uses,
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E-mail Accounts

Server Type
ou can choose the bype of server your new e-mail acounk will work with,

- Choose POP3 Server in Server Type and click Next. (ScreenShot:3)
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Connect Eo an Exchange seresi (o read e-mail, access public folders, and
share docureents.,
{+ POP3

Connect to a POPS e-mail server to download
wour e-mail,

" IMAP

Zonnect to an IMAP e-mail server to download e-mail and synchronize
mailbo Folders.

" HTTP

Connect ko an HTTP e-mail server such as Hokmail ko download e-mail and
synchronize mailbox: Folders.

{” additional Server Types
Connect to another workgroup of 3rd-party mail server.
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On next screen put
User Information: Name, Email address
Logon Information: User Name, Password
Note: Put your Full Email 1D as User Name.
Server Information: Incoming Mail Server (POP3): Put your Domain name here.
Outgoing Mail Server (SMTP): Put smtp.yourdomain.com

ScreenShot: 4
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Internet E-mail Settings (POP3)
Each of these settings are required ko get wour e-mail account working. ;
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E-mail Address: Iynurname@dumain.mm Ciikgoing mail serwer (SMTPY: Ismtp.dnmain.mm
Logon Information Test Settings
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ScreenShot: 4

NOTE: The SMTP Server Requires Authentication. To Enable Server Authentication
Click More Settings. (ScreenShot: 5)
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Select “My Outgoing Server (SMTP) Requires Authentication”.
And select “Use same settings as my incoming Mail Server”, and click OK
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Click Finish to end New Email Settings.

Congratulations! @

You have successfully entered all the infarmation required ko setup your accounk,

To close the wizard, click Finish.

C Bark

You can check mails by Click on Send and Receive under Toolsor Press F9 to Send
and Receive.
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