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To Setup an email account with Outlook 2003-2007

Follow the steps below:

1. Open Outlook. On the top menu click Tools and Account Settings...

Tools iActions Help

Send/Receive »

Instant Search »
Address Book...  Ctrl+=Shift+B
%f Organize
[51 Rules and Alerts...
Mailbox Cleanup...

(5] Empty "Deleted Items™ Folder
Forms »
Macro »
Account Settings... %
Trust Center...

Customize...

Options...

2. On the E-mail tab, click New.

!

Account Settings

E-mail Accounts
‘fou 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 | Published Calendars | Address Books |

gNew...[\fi'}} epa W Change... €9 SetasDefauk K Remove # &

MName 3 Type

Close
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3. Select “Manually configure server settings or additional server types”
and click Next >.

Add New E-mail Account @

Auto Account Setup

Your Name: l ‘

E-mail Address: [ ‘

[¥IManually configure server settings or additional server types

Bac [ Next > [\l[ Cancel J
1)

4, Select Internet E-mail and click Next >.

Add New E-mail Account @

Choose E-mail Service

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

(O 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 ][ Mext = R] [ Cancel
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5. Complete the Settings information:

Add New E-mail Account

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

User Information Test Account Settings

Yaur Mame: [your name | after filling out the information on this screen, we
recommend wou kest your account by clicking the

E-mail Address: |your email address | button below, (Requires netwark connection)

Server Information

’ Test Account Setkings ...

Account Type: |p0p3 T |

Incaming mail server: Imail,yourdomain _I

Oukgoing mail server (SMTR): |mai|.yourdomain |

Logon Information

User MNarne: lyour email address |

Password: i*m*m*m**m*** |

Remember password

[]Require logon using Secure Password Authentication (SPA) Mare Setkings ... k

< Back ][ Mexk = ][ Cancel ]

Your Name: The name you wish displayed when people receive your emails
Email Address: The email address you are sending email from.

Account Type: Select POP3

Incoming mail server: mail.yourdomain
(Example: mail.lightmedia.com.au)

Outgoing mail server (smtp): mail.yourdomain

(Example: mail.lightmedia.com.au)

User Name: Your email address
(Example: info@lightmedia.com.au)

Password: The password used for this email account.
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6. Click [More Settings] button located in the bottom right corner.
7.

Click the Outgoing Server tab. Make sure that ‘My outgoing server (SMTP) requires
authentication’ is selected.

re D
Internet E-mail Settings

General I Folders | ©Outgoing Server IConnection I Advanced‘

[V13y outqoing server (SMTP) requires authentication:

@ Use same settings as my incoming mail server

) Log on using
User Name:
Password:
Remember password
Require Secure Password Authentication (SPA)

[ OK ][ Cancel ]
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8. Click on the Advanced tab.
This server requires an encrypted connection (SSL) = Not Selected.
Change the Outgoing server (SMTP) number to 25.
Use the following type of encrypted connection = None.
Internet E-mail Settings
| General |i-Dut|;||:|ing Server. .i -l:-:nnnecticun_! Advanced |
Server Port Mumbers -
Incoming server (POP3: |11|:| | ’_Llse Diefaulks ]
[ ] This server requires an encrypted connection {550
Cubgoing server (SMTRY: !25 |
Use the Following tvpe of encevpted connection: | NONE w
Server Timeouks -
Short 5 Long 1 minute
Delivery
[JLeave a copy of messages on the server
Remove From server aftet | i 1
Remove from server when deleted from 'Deleted Items'
] 4 [% ’ Zancel
9. Click OK
10. Click [Next] then [Finish]. Your email will be working.
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