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1.) When you first start up outlook, and if there is no account currently associated with it, you will see the following
screen.

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007.
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This start up screen will help guide you through the set up and allow you to enter in all of your account information for
sending and receiving email.

2.) When you click Next, on the welcome screen, Outlook will ask you to verify the set up as shown below. You should
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You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?




3.) The next window will ask you to set up your basic options. You should ignore the fields asking for text boxes and
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i Add New E-mail Account @
Auto Account Setup

Your Name:

E-mail Address:

Password:

Retype Password:

< Back ][ Next > ][ Cancel

4.) Next, you will give you choices on what kind of account to set up. Since we are setting up a IMAP account, the first
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Choose E-mail Service the IMAP server portion underneath the

heading.

ur 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 ][ Next > ][ Cancel




5.) The next page will contain all of the information necessary to create the email account. First we will enter in the
G, 2dzNJ bl YS¢é ThisvilFb2 Yo Hispldy Bagieiwithin outlook, as well as the name that all those receiving
your messages will see. For this example, we will be using the name John Smith.

Add New E-mail Account @

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

User Information Test Account Settings

Your Name: John Smith| After filling out the information on this screen, we
recommend you test your account by dicking the

E-mail Address: button below. (Requires network connection)

Server Information

Account Type: POP3 B

Incoming mail server:

Qutgoing mail server (SMTP):

Logon Information
User Name:
| Password:
[V]Remember password

[T]Reguire logon using Secure Password Authentication (SPA)

6.) Next, the email address field. This will be provided to you by your System Administrator and will contain your
username, followed by your purchased domain name. In this example it is jsmith@email-setup.com, utilizing first initial
trailed by the last name.
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Name: John Smith After filing out the information on this screen, we
recommend you test your account by dicking the

E-mail Address: jsmith @email-setup.com button below. (Requires network connection)

Server Information

Account Type: POP3 E]
Incoming mail server:

Outgoing mail server (SMTP):

Logon Information

User Name:

Password:

Remember password

[]Reguire logon using Secure Password Authentication (SPA)

Notice that POP3 shows up on default. This is not the account type that we will want to use, so change need to be made
within the drop down box to select IMAP.
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7.) Now, we will enter in the email server information. This is the most important step in set up, and if you are unable

to send or receive emails, this is usually the problem® ,2dzNJ aLyO2YAy3 al At { SNIISNE
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server will be smtp.emailsrvr.conas illustrated below.

‘ Add New E-mail Account

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

User Information Test Account Settings

Your Name: John Smith After filing out the information on this screen, we
recommend you test your account by dlicking the

E-mail Address: jsmith@emailfsetup.com button below. (Requires network connection)

Server Information

[ Test Account Settings ... ]

Account Type: IMAP E]

Incoming mail server: imap.emailsrvr.com

Notice the username has
automatically filled in. This will

. Outgoing mail server (SMTP): |smip,emailsrvr.com
change in the next step.

Logon Information

User Name: jsmith@emai-setup.com

Password: PU——

[V]Remember password

["|Regquire logon using Secure Password Authentication (SPA) More Settings ...

Next > ] [ Cancel ]

8.) Your username will be your email address, here as jsmith@email-setup.com, as shown above.
Your password will be provided to you and all letters entered in will be displayed as asterisks (*).

Note the remember password box. This will make it so you do not need to enter in your password each time you open
outlook.
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Now, click the more settings button in the lower right hand corner of this window. Below, it is highlighted in red.

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

User Information Test Account Settings

Your Name: John Smith After filing out the information on this screen, we
< = recommend you test your account by clicking the
E-mail Address: jsmith @emaill setup.com button below. (Requires network connection)

Server Information
Account Type: IMAP E

Incoming mail server: imap.emailsrvr.com

| Test Account Settings ... |

Qutgoing mail server (SMTP): |smtp.emailsrvr.com |
Logon Information
User Name: [ jsmith@emai -setup.com
Password: [eoeeee. B

glemember password

["]Require logon using Secure Password Authentication (SPA)

9.) On the settings dialogbox i K I i O2 YS& dzLJx gAft o

left, you will see the default layout that first shows up. | S NB gAfft ySSR (2 OKSO]
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is selected, which will normally come up on default. The proper set up is shown on the right. Now, click OK
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Internet E-mail Settings u Internet E-mail Settings ﬂ
General | Outgoing Server l Connection | Advanced General | Outgoing Server l Connection | Advanced |
[T]My outgoing server (SMTP) requires authentication: [¥]My outgaing server (SMTP) reguires authentication:
@) Use same settings as my incoming mail server © Use same settings as my incoming mail server
Log on using ©) Log on using
User Mame: \_ ‘ User Mame: \ ]

! Password: | ‘ ! Password: | |
L [V]Remember password | | Remember password

i [TJRequire Secure Password Authentication (SPA) Il |Reguire Secure Password Authentication (SPA)

I Log on to incoming mail server before sending mail I (©) Log on to incoming mail server before sending mail




10.) Once you hit OK you will go back to the set up screen. Here we will test the set up of the account. On this page,
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showing the send and receive progress. If successful, hit the osebutton to remove the box, then select Nexton the
Email settings page. Ifitis not, check the details of the failure, then make sure that the information it is showing is
entered in correctly on the Email settings page, and then retry the test.

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

User Information Test Account Settings

Your Name: | John Smith After filing out the information on this screen, we
: ! recommend you test your account by clicking the

E-mail Address: jsmith@emaillsetup.com button below. (Requires network connection)

Server Information

Account Type: IMAP

Incoming mail server: |imap.emailsrvr.com

Qutgoing mail server (SMTP): |smtp.emailsrvr.com

Logon Information

User Name: |jsmith @emai-setup.com

Password: [Pe—

Remember password
[1Require logon using Secure Password Authentication (SPA)

< Back ][ Next > ][ Cancel ]

11.) Once complete, you will see the final page, informing you that the set up is successful. Click Finishhere and it will
take you to your inbox.
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Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.

Your email is now set up. You will begin to download all messages that are currently on the server to your inbox.



