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Configuring Microsoft Outlook 2010

Step 1.

Open Microsoft Outlook 2010, click on File on the ribbon bar, then click Add Account.
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Auto Account Setup I
Connect to other server types.

) E-mail Account

Your Name; J

Example: Ellen Adams

A ! |
E-mail Address; | ’

Example: ellen@contosa.com

Password: | }

Ret ype Password I i

Type the password vour Internet service provider has given you,

) Text Messaging (SMS)

@ Manually configure server settings or additional server types
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@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

" Microsoft Exchange or compatible service
Connect and access e-mai messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SMS)
Connect to a mobile messaging service.
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Step 4. 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

o o o ==
Internet E-mail Settings 3
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: | J0hn Doe j After filing out the information on this screen, we
: recommend you test your account by clicking the button
E-mail Address: johndoe @example.com ‘ below. (Requires network connection)
Server Information
: | Test Account Settings ... |

Account Type: POP3 E

- :7 ot o - f !E’r ) " 1
Incoming mail server: mal.examle.com [}Test Account Settings by dicking the Next button:

= Deliver new messages to:

Outgoing mail server (SMTP): | mail,example.com X
@ New Outlook Data File

Logom tsfoemation - 7 ) Existing Outlook Data File
User Name: johndoe @example.com | ey
Password: EEXEXXE
[V]Remember password
| ]Require logon using Secure Password Authentication (SPA)
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Step 5. Click on the Outgoing Server tab.
Select My outgoing server (SMTP) requires authentication.

p———
| | General | Outgeing Server | Connection | Advanged |
o

| My outgoing server (SMTF) reguires authentication

@) Use same settings as my incoming mail server

(™) Log on using

User Mame: | |

Paszwiard: | |

[V]Remember password
[ |Require Secure Password Authentication (SPA)

(71 Log on to incoming mail server before sending mail




Step 6. 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
—

| | General | outgeing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): 110 Use Defaults
This server requires an encrypted connection (S5L)
Outgoing server (SMTF): 587

IUse the following type of encrypted connection:

Server Timeouts
Short ~J0—— Long 1minute

Delivery

Leave a copy of messages on the server

[V] Remove from server after davs

[ ]Remove from server when deleted from 'Deleted Items'




Congratulations!

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

To close the wizard, click Finish.

Add another account...




