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IMPORTANT! Please do not use the hostname/username examples in this document but
refer to your specific setup instructions.

As a prerequisite to complete the setup outlined in this document you need the following:

Your login, your password and inbound/outbound server(s) name(s).

Creating a new account.

File Home Send / Receive Folder View

ail account to enable additional features.

Info

Open

Select “File” > “Add Account” - the ay | e e
. . rint odify settings for this account and configure additional connections.
window at right should appear. o i

Help Settings ~
] options

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted Items and
archiving.

B it }l

Select “E-mail Account” and press “Next”
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B Add New Account 2

Auto Account Setup
Connect to other server types.

E-mail Account

Select “Manually configure server settings
or additional server types”.

Text Messaging (SMS)

© Manually configure server settings or additional server types

_<M::N¢n>vicancd/

The following screen will appear...

‘ Add New Account (3]

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

User Information Test Account Settings
Your Name: Fred Bloggs After filing out the information on this screen, we
recommend you test your account by diicking the button
E-mai Address: fred@bloggs.com below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP B
I ing mail server: mad,bloggs.com [] Test Account Settings by dlicking the Next button

Outgoing mail server (SMTP): smtp.bloggs.com

Logon Information
User Name: fred@bloggs.com
Password: = |==mss=s +
V|Remember password
[T Require logon using Secure Password Authentication (SPA) @]

[<bete Jhet> ) [ conee

User Information:

Your name: Your full name
E-email Address: Email address in user@domain form.

Server Information:

Account Type: Select IMAP (or POP3)
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Incoming mail server: The server you will retrieve emails from (check your supplied
setup details).

Outgoing mail server (SMTP): The outgoing mail server (check your supplied setup
details).
Login Information:

User Name: Your full email address (Outlook will remove the domain part, re-add this
manually).

Password:  Your password.

Tick the “Remember password” but keep the “Require login using Secure Password
Authentication (SPA)” un-ticked.

M Internet E-mail Settings @

‘ General | Sent Items | Deleted Items
Outgoing Server l Connection | Advanced

Now click on “More Settings”
The following screen below will appear:

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

Select “My outgoing server (SMTP) requires
authentication. F——
emember password
Require Secure Password Authentication (SPA)
Unless, you are using a different account to send,

keep “Use same settings as my incoming mail

server”

Otherwise, select “Log on using” and fill in “User
Name” (full email address) and “Password”
accordingly.

[ OK ] [ Cancel

Click on “OK” (this will return to previous window) followed by “Next”. Outlook will now test
the setup.

That’s it. The following screen should appear and you are ready to use your account.
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Test Account Settings
Congratulations! All tests completed successfuly. Click Close to continue. Stop
Tasks | Errors
Tasks Status
s/ Log onto incoming mail server (IMAP) Completed
/ Send test e-mail message Completed

Notes on using POP3 vs IMAP

By default, POPS3 collects all emails on the remote server and discards them from there
afterwards.

To disable this under “Outlook 2010” go to File -> Account Settings -> Select your POP3
mailbox, then click on the “Change Button” -> “More Settings” -> “Advanced” tab, select

the leave on server option.
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