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Setting Up Your E-Mail Account in Microsoft Outlook 2010

1.) In Microsoft Outlook, Click on the file tab and then click + Add Account
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2.) The following screen will pop up:

. _ — )
Add New Account | C |

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

(@ E-mail Account

Your Name: Jane Smith

Example: Ellen Adams

E-mail Address: Your Email Address

Example: ellen@contosa.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

(7) Text Messaging (SMS)

‘ () Manually configure server settings or additional server types

“CLICK” this <Back | MNext>

OPTION

Under “E-Mail Account”, type in the following information:

Your Name: (This is your display name that people will see)

E-mail Address: (Type in your complete email address)

Password: (This is your email password that was given to you at set up)
Retype Password: (This is your email password that was given to you at set up)

Select: “Manually Configure Server Settings” and click NEXT



3.) The following screen will appear:

Add New Account - %

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

(7) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

(") Text Messaging (SMS)
Connect to a mobile messaaing service,

’ < Back ” Mext > ]’ Canicel ]

Select “Internet E-Mail” and click NEXT



4.) The following screen will appear:
B - " o F]
Add New Account T - s

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

User Information Test Account Settings

Your Mame: Test After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: test@alternateimage. com below. (Requires network connection)

Server Information
[ Test Account Settings ... ]

Account Type: FOP3 |Z|

e ErE amaibox.com Test Account Settings by dicking the Mext button

Deliver new messages to:
Dutgoing mai server (SMTP): | zimailbox, com

(@) New Outlock Data File

Lyviiir asin () Existing Outlook Data File

User Mame: your email address Browee
Password: P
Remember password

Require | ing 5 P jord Authentication (SPA
[T Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ” Mext = ]l Cancel ]

Type in the following information:

User Information:

Your Name: First and Last name

E-Mail Address: Enter your e-mail address

Server Information:

Account Type: IMAP

Incoming Mail Server: aimailbox.com
Outgoing Mail Server (SMTP): aimailbox.com

Logon Information:
User Name: Enter your e-mail address, again
Password: Enter the password you set up for your e-mail account

Click “More Settings” (The following box will appear on next page)




Internet E-mail Settings

Oukgoing Server |C|:|nnecti-:|n didvanced

My outgoing server (SMTF) requires authentication

i@ Uge zame settings as my incoming mail server

i) Log on using

Remember password

Log on using Secure Password Authentication (SPA)

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

[ Ok H Cancel ]

On Internet E-Mail Settings window, select the “Outgoing Server” tab.
Select "My outgoing server (SMTP) requires authentication.”

If you did not change the SMTP relay section, select “Use same settings as my
incoming mail server”. If you changed the user name and password in the SMTP relay
section of your Manage Email Accounts page, select “Log on using” and enter the
user name and password. The following example assumes you did not change your
SMTP relay section in your Manage Email Accounts page.



Internet E-mail Settings

General | Oukgaing Server Cn:-nnectin:nn| Advanced
Server Port Mumbers

Incoming server (POP3: Use Defaults

[] This server requires an encrypted connection (S50

Cwkgoing server (SMTP:

[ This server requires an encrypted connection (550

Server Timeouks

Short =)~ Long 1 minute

Cielivery

[]Leave a copy of messages on the server

[0 2]

[ 0K H Cancel ]

Select the “Advanced” tab and change the Incoming Pop3 to 110 and the Outgoing
SMTP to 25.

“Click” OK.



Add New Account N — 53 |

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

User Information Test Account Settings
Your Name: Test After filing out the information on this screen, we
: recommend you test your account by dicking the button
E-mail Address: test@alternateimage. com below. (Requires network connection)
Server Information
: [TstAccomtSetthgs... ]
Account Type: POP3 E]
Incoming mal server: s (o [¥] Test Account Settings by dicking the Next button
Deliver new messages to:
Outgoing mail server (SMTP): | simailbox.com _
_ © New Outlook Data Fie
LTI ) Existing Outiook Data Fie
User Name: your email address | \ Browse
Password: EXEXE ]
[V]Remember password
["|Require logon using Secure Password Authentication (SPA) More Settings v
< Back ][ Next > ] [ Cancel ]
You will be brought back to this screen.
Then “CLICK NEXT”
5.) This box will appear:
Test Account Settings
Congratulations! All tests completed successfully, Clidk Close to continue, | Stop
Close
Tasks | Errors |

Tasks Status

\./ Log onto incoming mail server (POP3) Completed

\/Send test e-mail message Completed

Once it shows CHECK MARKS and COMPLETED in STATUS click CLOSE




6.) Last screen to appear:

A New ACCOUN e — 2w

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

To dlose the wizard, click Finish,

Add another account...

| cmo [ mns |

CONGRATULATIONS — Click FINISH and you are DONE with SET UP!

ATTENTION: Some systems will require you to reboot your computer in order for the
settings fo save.



