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Configuring Microsoft Outlook 2007

Step 1.  Open Microsoft Outlook 2007
In the menu bar, go to the Tools drop down menu and select Account Settings.
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Step 2.  Click New

Account Settings

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

E-mail |Da13 Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

g New... | ‘¥ repar.. WP change... @ SetasDefaut W Remove # &

Mame Type

Close
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Step 3.  Select Manually configure server settings or additional server types
Click on Next.

Add New E-mail Account

Auto Account Setup

[w]Manually configure server settings or additional server types:

Back Mext = |[ Cancel
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Step 4.  Select Internet E-mail
Click on Next.

Add New E-mail Account

Choose E-mail Service

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

i) Microsoft Exchange
Connect to Micrasoft Exchange for access to yvour e-mail, calendar, contacts, faxes and vaice mail,

) Other
Connect to a server type shown below,
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Enter Your Name

Enter Email Address

Select Account Type POP3 from the drop down

Enter your Incoming mail server and Outgoing mail server (mail. YOURDOMAIN.com)
Enter your User Name (Note: Be sure to enter your FULL email address)

Check “Remember Password” to avoid entering your password every time you check or
send email.

Click on More Settings.

Add Hew 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: !JDhn Dioe | After filling out the information on this screen, we
5 recommend you test your account by dicking the

E-mail Address: \johndoe @example.com i button below, {(Regquires network connection)

Server Information
[ Test Account Settings ... ]

Account Type:

[
|
Incoming mail server: [
L

mail. example.com |
I
|

Qutgoing mail server (SMTF): | mail, example.com

Logon Information
User MName: iju:uhnu:lne Eexample.com |
Password: i'zunnnn |
Remember password
[ ] Require logon using Secure Password Authentication (SPA) ml

< Back “ Mext = ][ Cancel ]
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Step 6.

Click on the Outgoing Server tab.
Select My outgoing server (SMTP) requires authentication

Internet E-mail Settings

| General | Outgoing Server | Connection | Advanced |

[+]My outaging server (SMTF) requires authentication;
@ LIse same settings as my incoming mail server
{:} Log on using

| Bl= -
Lsel. (Narme: | |
u elan

(") Log on to incoming mail server before sending mail

[ Ok ] [ Cancel
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Step 7.  OPTIONAL: Some ISPs restrict outbound mail on port 25.

Click on the Advanced tab

Change the Outgoing server (SMTP) from 25 to 587.

Click OK

Springs Hosting LLC
(719) 393-9266
(303) 495-3441

Internet E-mail Settings

General | Outgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): | 110 | [ LIse Defaults ]

[ ] this server requires an encrypted connection {55L)
Dutgoing server (SMTP): |

IUse the following type of encrypted connection: |None v

Server Timeouts -
Shart =7 Long 1 minute
Delivery -

[JLeave a copy of messages on the server

e i | d e
BEMOVE TTom SErVETr ariE iE 1y

oK ] [ Cancel
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Step 8.  Verify that all your settings are correct
Click Next

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: [ 1ahn Doe | After filing out the information on this screen, we
'r_ recommend you test your account by dicking the

E-mail Address: \johndoe @example.com | button below, {(Regquires network connection)

Server Information
[ Test Account Settings ... ]

Account Type:

|
. o ¥ I "
Incoming mail server: mail.example. com |
1|

Qutgoing mail server (SMTF): mail.example. com |

Logon Information
User Name: ijuhndne @example.com |

EESSWDFI:I: i ] |

Remember password

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

< Badck ] Mext = |[ Cancel ]
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Step 9.  Click Finish to save your settings and exit the wizard

Add New E-mail Account

|

Congratulations!

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

To dose the wizard, dick Finish.
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Step 10.

Step 11.

Click Close

Account Settings

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

‘ Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

o New... 3 Repair... 9 Change... @ SebasDefaut X Remove # &
Mame Type
johndoe@example.com POP/SMTF (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location;

Personal Folders\Inbox

in data file C:'\Documents and Settings), .. \Outlook\Personal Folders.pst

Close

You're done! If you have any problems, please double check your settings. If you still
have problems connecting, don’t hesitate to call us or write to us at:
admin @ springshosting.com

Hint: F9 is a shortcut for Send/Receive Mail
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