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Creating an E-Mail Account in
MS Outlook 2002/03, Outlook 2007,
and Outlook Express

Microsoft Outlook 2003:

1. Open your Microsoft Outlook.
2. On the Tools menu, select "E-mail Accounts".
3. Select "Add a new e-mail account”, and click Next.

4, Select POP3, and then click Next.
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E-mail Accounts

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

User Information Server Information

Your Name: | Incoming mail server (POP3):

E-mail Address: Qutgoing mail server (SMTP):

Logon Information Test Settings

User Name: After filling out the information on this screen, we

recommend you test your account by dlicking the

Password: button below. (Requires network connection)

Remember password

D Log on using Secure Password
Authentication (SPA)

Enter your name as you would like it
1 Your Name y y

to appear

2 E-mail Address Enter your E-mail Address

I ing Mail S .
3 (r;coopn;;ng A SEVET Enter mail.

Outgoing Mail S .
4 (Sllj\ﬁ_c:)ng att >erver Enter mail.
5 User Name Enter your E-mail Address
6 Password Enter your Password, the password you

set when you create this mailbox from your control panel



Notes:

- Replace with your actual domain name.
- Do Not enable "Log on using Secure Password Authentication (SPA).

5. Click on "More Settings" button to continue.
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Internet E-mail Settings @

| General | Outgoing Server | Connection | Advanced |

[¥]#y outgoing server (SMTP) requires authentication:

(®) Use same settings as my incoming mail server

\ O Log on using

‘ (O Log on to incoming mail server before sending mail

[ OK ][ Cancel ]

6. Enable "My outgoing server (SMTP) requires authentication.
7. Select Use same settings as my incoming mail server.
8. Click "OK" to continue.

9. Click "Next" to finish the setup.

10.Your email account is now configured properly on your Microsoft Outlook.

Microsoft Outlook 2007
1. Launch your Microsoft Outlook 2007

2. Go to Tools and select Account Settings.

3. Click on the New.. to create a new email account as below screen shot.
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E-mail Accounts
‘fou can add of remave an account, You can select an account and change its settings.

E-mail |Data Files I R55 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books

Mame Type

Close

4. Check on Manually configure server settings or additional server types? as below screen shot

Add Mew E-mail Account |£

Auto Account Setup

| Manually configure server settings or additional server types |

’ < Back ][ Mexk = ][ Cancel

5. Enter your name and full email address on User's Information section.
6. Select Account Type. You may choose either POP3 or IMAP as we support for both email protocol.
7. Enter mail.domain.com for incoming and Outgoing mail server (SMTP) mail.domain.com

8. Then assign your full email address and password on the Logon information section and check on
to remember password
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9. Then click on the More settings...B as below screenshot.

Add Mew E-mail Account

B W ==

Internet E-mail Settings

User Information

Your Marne:

E-rail Address:

Server Information
Account Type:

Incoming mail server:
Outgaoing mail server {(SMTP):

Logon Information

Each of these settings are required ko get your e-mail account warking.

Test Account Settings

User Name After filling out the information on this screen, we
recommend yau kest vour account by clicking the
\sernanme@domain, com button below. (Requires netwark connection)

£ Test Account Settings ... |

POPS
rnail, domain. conm

rnail. dornain, conm

User Mame: usernarne@dornain, comn
Passward: skt Adok
Remember password

["|Require lagon using Secure Password Authentication (SPA)
Mare Setkings ...

[ < Back ][ Mexk ][ Caniel ]

10. Then go to Outgoing server tab to check on My outgoing server (SMTP) requires
authentication as it is our currently mail server policyto allow sending from mail client.

Internet E-mail Settings - ﬁ

General | DUbgaing Server |Connectinn I .C\dvanced|

| Iy outgaoing server (SMTP) requires authentication |

) Log on using

(@ Use same settings as my incorming mail server

] Remember password
Require Secure Password Authentication (SPA)

(7 Log an ko incoming mail server befare sending mail

[ Ok ] [ Cancel

=

11. Go to Advanced tab and change Outgoing server (SMTP) port from 25 to 587 and click OK.



Internet E-mail Settings

| General | Outaoing Server | Connection | Advanced

Server Port Numbers

Incoming server (POP3; 110 |Jse Defaults

This server requires an encrypted connection (S50)

Qukgoing server (SMTPY: 587

IUse the Following type of encrypted connection:

Server Timeouks
Short Long 1 minute

Delivery

Leave a copy of messages on the server

[CIremove from server after days

[ Iremove from server when deleted from 'Deleted Thems'

I[ Cancel ]

Congratulations!

ou have successfully entered all the information required to setup your

accaunt,

To close the wizard, click Finish,

12. Click Finish and your email account in Microsoft Outlook 2007 is ready to use.
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= Back |I

Finish

J




