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Setting up email for Microsoft Outlook 2007

1. Open Outlook
2. Go to the Tools menu and select Account Settings
3. Choose New and click the Next button

Account Settings @

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

| E-mail | Data Files | RSS Feeds [ SharePaint Lists | Internet Calendars I Publiﬁhed Calendars | Address Books |

- Mew... 3% Repair... ' Change.. - X Remove
‘ Name Type
Microsoft Exchange Exchange {send from this account by default)

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

Mailbox - Toby Byrum'Inbox
in data file C:\Documents and SettingsiTobyl...\MicrosoftiOutlookioutlook.ost

Close




4. Choose Microsoft Exchange, POP3, IMAP, or HTTP and click the Next
button

Add New E-mail Account @

Choose E-mail Service

(3) Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server,

() other
Connect to a server type shown below,

[ Next > ] [ Cancel ]




5. Check Manually configure server settings or additional server types and

click the Next button

Add New E-mail Account

Auto Account Setup

Your Name: I

E-mail Address: I

Password: [

etype Password: I

Manually configure server settings or additional server types

[ < Back ]I Next = ] [ Cancel

J




6. Choose Internet E-mail and click the Next button
Add New E-mail Account @

Choose E-mail Service

(3) Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

() Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

() other
Connect to a server type shown below,

[ < Back ]I Next = ] [ Cancel ]




5. Fill in Your Name (The name you would like to appear on the account)
6. Fill in E-mail Address (This should have been provided to you by us)
7. Fill in Incoming mail server (This will be your domain name, e.g.
nbcomp.com)

8. Fill in Outgoing mail server (mail.nbcomp.com)

9. Fill in User Name (This should have been provided to you by us)

10. Fill in Password (This should have been provided to you by us)

11. Click the More Settings button

Add New E-mail Account @

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

User Information Test Account Settings

Your Name: "v’iviane ‘ After filling out the information on this screen, we
recommend you test your account by clicking the

E-mail Address: ’viviane@mainteng.org ‘ button below. (Requires network connection)

Server Information

I Test Account Settings ... ]

Account Type: ’ }

Incoming mail server: ’mainteng.org ‘

Outgoing mail server (SMTP): \mail.nbcomp.com }

Logon Information

User Name: [viviane ]
Password: l*********** ]
Remember password

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

[ < Back ][ Next > ] [ Cancel ]




12. Click Outgoing Server tab

13. Click My outgoing server (SMTP) requires authentication

14. Choose Log on using

15. Type sendmail into the User Name field
16. Type Sendx123 (case sensitive) into the Password field

17. Check the Remember password box

18. Click OK button

Internet E-mail Settings

| General | Outgoing Server \Connection | Advanced |

&3

My outgoing server (SMTP) requires authentication
(O Use same settings as my incoming mail server
(%) Log on using

User Name: ’sendmail

Password: ’********

Remember password
[[JRequire Secure Password Authentication (SPA)

(O Log on to incoming mail server before sending mail

] [ Cancel




19. Click the Advanced tab

20. Check This server requires an encrypted connection (SSL)
21. Type 5190 into Outgoing server(SMTP) field

22. Click OK button

Internet E-mail Settings @

| General | Outgoing Server | Connection‘ Advanced ‘

Server Port Numbers

l [Use Defaults ]

This server requires an encrypted connection {S5L)

Outgoing server (SMTP):
Use the following type of encrypted connection:

Server Timeouts

Incoming server (POP3):

Short 7 Long 1 minute

Delivery -

[JLeave a copy of messages on the server

Remove from server after

Remove from server when deleted from 'Deleted Items'

I OK ] [ Cancel




13. Click Finish button

Add New E-mail Account

Congratulations!

‘You have successfully entered all the information required to setup vour
account,

To close the wizard, click Finish.




