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Setting up Email on Outlook 2007
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CONFIGURING YOUR EMAIL CLIENT: OUTLOOK 2007
Open Outlook 2007.

Step 1. Click the Tools menu, and select Account Settings
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Step 2. The Account Settings window appears. Click New to add a new email
account:

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.,
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Step 3. Select the option: Microsoft Exchange, POP3, IMAP, or HTTP and click Next.

Add New E-mad Account. B & & [

Choose £-mall Service

© Microsoft Exchange, POPI, IMAP, or NTTP
Connect 10 an e-mal account at your Intermet service provider (J5F) or your
organTaton’s Mcrosoft Exchange server.
_ Other
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Step 4. Select the option in the bottom left corner to Manually configure server
settings or additional server settings. Click Next.

Add New E-mad Account - S P =

Auto Account Setup

Your Name:
E-mail Address:

Password:

| Retype Password:

V| Manualy configure server settings or addtional server types
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Step 5. Next, fill in the account information, using the following details:

Your Name: Enter your name -- this is the name that will be displayed to recipients of
your sent messages.

Email address: This is your email address.
Account Type: POP3

Incoming mail server (POP3): mail.domainname.co.za where domainname.co.za is
your domain name.

SMTP or sending server (SMTP): mail.domainname.co.za where domainname.co.za is
your domain name.

Username: This is your email address.

Password: Enter the password for the email account

Add New E-mail Account . g

Internet E-mail Settings
Each of these settings are required 10 get your ¢-esal account working. ‘

' User Information Test Account Settings

| Your Name: Your Name After fillng out the Information on this sreen, we

| recommend you test your account by didang the
Ewmad Address: user@yourdoman. com button below. (Requires network connection)

Server Information
Account Type: poPy [+
| Incoming mad server: mail.yowdomain.com
| Outpsing mad server (SMTF): | mngil yowrdomain.com
Logon Information
User Narme: user@yourdomain com
Password: your chesen password
7| Remember password

Reguire logon using Secure Password Authentication (SPA)

Click More Settings button.

Click the Outgoing Server tab.

Tick the option: My outgoing server (SMTP) requires authentication.
Select the option: "Use same settings as my incoming mail server".

Click on OK



Internet E-mail Settings m

[V My outgoing server (SMTP) requires authentication
9 Use same settings as my incoming mail server
") Log on using

Require Secure Password Authentication (SPA

‘ ") Log on to incoming mad server before sending mail

Click the Advanced tab.

Ensure that your settings look like the settings shown in this screenshot below. In
particular, check that:

* The Incoming server (POP) port is set to the default (110)

* The Outgoing server (SMTP) port is set to 587

Click OK and then click Finish.
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Internet E-mail Settings
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| General | Outgoing Server | Connection | Advanced

Server Port Numbers

Incoming server (POP3): 110 Use Defaults

This server requires an encrypted connection (S5L)
QOutgoing server (SMTP): W

This server requires an encrypted connection (S5L)

Server Timeouts

Short [ Long 1 minute

Delivery
["]Leave a copy of messages on the server

["|Remove from server after | 10 ﬁ_! days

[ IRemove from server when deleted from 'Deleted Items'

Test the new email account to verify that you can send and receive maiil, by clicking

Send/Receive.



