Internet Email Configuration — Outlook

How to configure Outlook to send and receive Internet
Email:

1) Go to Start->Control Panel->Mail->Show Profiles. A dialog will display:
Mail X

General |

_4'.:
Q@ The following profiles are set up on this computer:

add... || Remove || Properties || Copy...

When starting Microsoft Office Outlook, use this profile:
() Prormpt for a profile to be used
(@) always use this profile

(814 | | Cancel Apply

2) Click on Add...
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3) A dialog will be displayed requesting a “Profile Name:”. Enter a name (i.e.

Internet):
New Profile X

L, oK
Create New Profile

Frofile Mame:

4) A dialog will display. Click on “Add a new e-mail account” and click Next:

E-mail Accounts

This wizard will allow you to change the e-mail accounts
and directories that Outlook uses.

E-mail

(®)add a new e-mail account:

(O wiew or change existing e-mail accounts

Directory

() Add a new directory or address book

() Wiew or change existing directories or address books

< Back [ Mext = J l Close
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5) The next dialog will request the Server Type. Click on POP3 and click Next:
E-mail Accounts X

Server Type
You can choose the type of server your new e-mail account will work with,

() Microsoft Exchange Server

Connect 1o an Bxchange server o read e-mail, access public folders, and share
docurnents.

(@) POP3
Connect 1o a POP3 e-mail server to download your e-mail.
(1 IMAP

Connect 1o an IMAP e-mail server to download e-mail and synchronize mailbox
folders,

(I HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

() Additional Server Types
Connect 1o another workgroup or 3rd-party mail server,

< Back ” Mext = }l Cancel
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6) The next dialog will request your name, email, userid, POP3 server, and SMTP
server. Please use these values supplied to you with your emailbox information.
After entering in this information, click on “More Settings”:

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

User Information Server Information

Your Marme: | ‘ Incaming mail server (POP3Y: | |

E-mail Address: | ‘ Outgoing mail server (SMTF): | |

Logon Information Test Settings

User Mame: | ‘ after filling out the information on this screen, we
recommend you test your account by clicking the

Passward: | ‘ button below. (Requires network connection)

Remember password

|:|L|:|g on using Secure Password
Authentication (SPAY
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7) A dialog will display:
Internet E-mail Settings @

General |Oubg|:|ir‘|g Server || Connection || .&dvanced|

Mail Account

Type the name by which you would like o refer to this
account. For example: "wWaork" or "Microsoft Mail Server”

nop3, rydomain, corm

Other User Infor mation

Organization:

Reply E-mail:

0] Cancel
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8) Click on the “Outgoing Server” tab:

Internet E-mail Settings E\

General| Dutgoing Server |C|:|r'|r'|ecti|:ur‘| Advanced

[V My outgoing server (SMTP) requires authentication

@Use sarme settings as my incoming mail server

C} Log an Lsing

()Log on to incoming mail server before sending mail

0] | Cancel

Make sure the “My outgoing server (SMTP) requires authentication” checkbox is
checked. Click on OK.

9) You will now be back at the E-mail Accounts dialog from step 6. Click on Next.
You will now see a dialog congratulating you on successfully entering in the
information required to use Outlook. Click on Finish.
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10) You will now be back at the dialog from step 1. Make sure the radio button
labeled “Always use this profile” is checked and make sure the pulldown below it
displays the profile you created. Click on OK.

11) Open up Outlook and you may now send and receive Internet email.
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