Before proceedfor the case of your-enail,in the following guide:

For server information:
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Please choose your Outlook version and type:

1.

Outlook Express

- ljust started using Outlook Express

- | had been using Outlook Express and would like to add a new email account
Microsoft Outlook 2003

- | just stated using Microsoft Outlook 2003

- | had been using Microsoft Outlook 2003 and would like to add a new email account
Microsoft Outlook 2007

- | just started using Microsoft Outlook 2007

- | had been using Microsoft Outlook 2007 and would like to add a new aswlint
Microsoft Outlook 2010

- |l just started using Microsoft Outlook 2010

- | had been using Microsoft Outlook 2010 and would like to add a new email account



Microsoft Outlook 2007 New Setup

,
Outlook 2007 Startup [

Outlook 2007 Startup

Welcome to the Qutlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

| <Back || Next> | | cancel
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Account Configuration ﬁ

E-mail Accounts

You can configure Qutlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

i@ Yes

) No

[ < Back ][ Mext = J[ Cancel
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Add Mew E-mail Account ﬁ

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISF) or your
organization’s Microsoft Exchange server.,

(") Other
Connect to a server type shown below,
Cutlook Mobile Service (Text Messaging)

[ < Back ][ Mext = ][ Cancel
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Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name:

Example: Barbara Sankovic

E-mail Address:

Example: barbara@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

[ Manually configure server settings or additional server types

Cancel
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Add New E-mail Account @

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAF, or HTTF server to send and receive e-mail messages.
(71 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.
Cutlook Maobile Service (Text Messaging)

[ < Back ][ Mext = J[ Cancel
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Add New E-mail Account I&

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

User Information Test Account Settings
Your Mame: 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
Test Accol e as
Account Type: FOFP3 IE‘

Incoming mail server;
Outgoing mail server (SMTF):
Logon Information

User Mame:

Password:

Remember password

[]Require logon using Secure Password Authentication (SPA)
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9YGSN) 82dz2NJ RSAANBR YyELYS Ay GKS a,2dzNJ bl YSYé FASH
EnteryoureY Af | RRNS&AA{AYRRKEaAaa&Y¢ YR da! ASNI bl YSYé ¥
| K22aS aGthtoé¢ T2 MelatirS oa! OO02dzydi ¢ @ LISYE

EnteryoureY A £ Q& Ay 02 WNY T KBl Kl Yy ORNEEFMNNEF AFTASE RO

10.EnteryoureY | Af Q& 2dzid2Ay3 YIFAf aAaSNWSNI AY GKS dahdziaza

11.EnteryoureY | Af Q& LI a3 62NR Xy (RO @twiSYSHDNERY 4J BRIZRR

to enter the password again every tingeureceivee-mails
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Internet E-mail Settings ﬁ

|General Outgeing Server |Cunnecﬁnn Advanced

[ My outgeing server (SMTF) requires authentication
(@ Use same settings as my incoming mail server

Log on using

Remember password
Reguire Secure Password Authentication (SPA)

Log on to incoming mail server before sending mail

[ Ok J[ Cancel ]

.

13. AWindowshdl popup. K2 234 S ahdzi3d2Ay3a { SNBSNE Gt o

14.TA O] Gaeé 2dzia2Ay3a aAaSNIBSNI 6{ac¢tv NBIldANBa | dziKSyi
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16.EnteryoureY A f I RRNISANA bA YW SY€S FR!SE R

17.EnteryoureYl Af Q&4 LI d4a62NR Ay (UKS datlaadag2NRYéE FASEREZ
to enter the password again every time you senchails.
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19.EnteryoureY  Af Q& Ay O2YAy 3 & SNSNINItAhyt olOKYSE OFLAYSA 2RYdA y 3
20.EnteryoureYl Af Q& 2dzid2Ay3 aSNBSNI Ay GKS
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Internet E-mail Settings

| General I Qutgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): Ise Defaults

[ This server requires an encrypted connection (S5L)

Outgoing server (SMTP): 25

Use the following type of encrypted connection: | Mone E
Server Timeouts
Short ') Long 1 minute
Delivery

["|Leave a copy of messages on the server

Remove from server after | 10

Remove from server when deleted from 'Deleted Items'

QK ] [ Cancel

a! ROFyOSR¢ GlFood

server instead of downloading it to your computer.

Important!

Ghdzi3a2Ay3
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0 KriailsiSthNedd S NE - A

LGQ&a o0Saild G2 f-Bailod the ser@e? batause By ndt Aadabso Ihe downloaded e

mails can only be accessed or viewed on the computer which you had downloaded it, which means
that, if you setup your €nail on another computer, youwehii 6S | 6t S
that you had previously downloaded!
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Add New E-mail Account

Congratulations!

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

To dose the wizard, dick Finish,
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Microsoft Outlook 2007 New E-mail Account

= | O |

i+, Inbox - Microsoft Outlook
¢ File Edit View Go | Tools | Actions Type a question for help -
New ~ | g5 3 X Send/Receive v ! Send/Receive = |3 | [ Search address books
- Instant Search »
Mail To-Do Bar R
= [ Address Book... Ctrl+Shift+B
Favorite Folders " . 4 January 2007 »
[} Inbox Organize SuMo TuWe Th Fr Sa
2 Unread Mail 1 Rules and Alerts... 234 56
(54 sent ltems e €I 7 8 910111213
ailbox Cleanup...
T — X 2 14 15 16 17 18 19 20
; 5} Empty "Deleted ftems" Folder AE iR
L] All Mail Items % 3/ 30 31
= &5} Personal Folders rms 4
5] Deleted Items Macra e
(7| Drafts
5 inbo Account Settings...
[ Junk E-mail Trust Center...
(3 outbox Customize.. Mo upcoming appointments,
@ [[) RSS Feeds =
[ sent 1tems Options...
o [ search Folders
Arranged By: Due Date| ~ [~
Type a new task
There are no items to
show in this view.
[ i
4] catendar
8| contacts
| o] Tasks
W E | -

0 Items

1. LY aAONRaz2f7i

hTez@ t-F &GO 2Hdzy i S opdiiM Q3 adX é



o

Account Settings

E-mail Accounts

You can add or remove an account, You can select an account and change its settings.

E-mail |Da13 Files | RS5 Feeds | SharePoint Lists | Internet Calendars | Published Calendars I Address Books

'.-grﬂew... W repair,., W change... @ SetasDefaulk M Remove # 0 #

Mame

Type

2./ t A0 aptod 6 X £
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Add New E-mail Account

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISF) or your
organization’s Microsoft Exchange server.

() Other
Connect to a server type shown below,
Cutlook Mabile Service (Text Messaging)

< Back [ Mext =
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Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings,

Your Name:

Example: Barbara Sankovic

E-mail Address:

Example: barbara@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you,

[ Manually configure server settings or additional server types

Cancel
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Add MNew E-mail Account @

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAF, or HTTF server to send and receive e-mail messages.
(71 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.
Cutlook Maobile Service (Text Messaging)

[ < Back ][ Mext = J[ Cancel ]
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Add New E-mail Account I&

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

User Information Test Account Settings
Your Mame: 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
Test Account Settings
Account Type: FOP3 IE‘

Incoming mail server:
Qutgoing mail server (SMTF):
Logon Information

User Name:
Password:
Remember password

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

6. 9y (i SN 82dzNJ RSAANBR yvIYS Ay GKS &, 2dzNJ bl YSYé TFASt
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7. EnteryoureYt Af I RRNBAAt{AYRRKNEaA4Y¢ | yR 4! &
8. /| K224S8 dthtoé F2NJ GKS a! O02dzyi ¢eLldyé 58t SOGA2Y
9. EnteryoureYl Af Qa4 AYyO2YAYALYOAYAVMINDISNI AFSNIBSENYE FASKE |
10.EnteryoureY I Af Q& 2dzi32Ay 3 YIFIAf &ASNWSNI AY (GKS dahdziaz2a

11.EnteryoureY' Af Q& LI} aag2NR Ay GKS atl aag2NRYE FASERZ
to enter the password again every timewreceive emails.

12./ f A0l Ga2NB {SGiGAy3a X¢& FFFGSNI e2dz KFIR FTAYAAKSR ¢



i B
Internet E-mail Settings ﬁ

|General Outgeing Server |Cunnecﬁnn Advanced

[ My outgeing server (SMTF) requires authentication

(@ Use same settings as my incoming mail server

Log on using

Remember password
Reguire Secure Password Authentication (SPA)

Log on to incoming mail server before sending mail

[ Ok J[ Cancel ]

.
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16.Enteryouremailaddrée & Ay GKS ! aSNJ bl YSYE FASERO®

17.EnteryoureYl Af Q&4 LI d4a62NR Ay (UKS datlaadag2NRYéE FASEREZ
to enter the password again every time you senchails.



Internet E-mail Settings @

| General I Qutgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): Ise Defaults

[ This server requires an encrypted connection (S5L)

Outgoing server (SMTP): 25

Use the following type of encrypted connection: | Mone E
Server Timeouts
Short ') Long 1 minute
Delivery

["|Leave a copy of messages on the server

Remove from server after | 10

Remove from server when deleted from 'Deleted Items'

QK ] [ Cancel
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server instead of downloading it to your compr.
Important!
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mails can only be accessed or viewed on the computer which you had downloaded it, which means
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