Setting Up Your Email in Microsoft Outlook 2007
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This tutorial shows you how to set up Microsoft Outlook to work with your email
account. You can set up previous versions of Microsoft Outlook using the settings in this
tutorial.

To Set Up Your Email Account in Microsoft Outlook 2007
1. Start Microsoft Outlook 2007. When the Startup Wizard displays, click Next.
NOTE: If the Startup Wizard doesn't automatically display, from the Tools
menu, select Account Settings, and then click New. In the Add New E-mail

Account dialog box, select Microsoft Exchange, POP3, IMAP, or HTTP, then
click Next.
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Wedoome bo the Qutiook 2007 Starbup Wizard, which will guide you through the
process of confuguring Outlook 2007,
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2. On the Account Configuration page, select Yes to indicate you want to
configure an email account, and then click Next.
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Yioua can configure Outiook to connect bo Enterret E-mad, Microsoft Exchangs, or
other E-mad server, ‘Would you ke bo configure an E-mal account?

o Yes
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. On the Auto Account Setup page, enter the following:

Your Name
Enter your first and last name.
E-mail Address
Enter your email address.
Password
Enter the password you created for your email account.
Retype Password
Enter your password again.

. At the bottom of the page, select Manually configure server settings or
additional server types, and then click Next.
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Auto Acoosnt Setup

Clickireg Mesct vl conkack your e-mal sarver srd configurs your [nbernst service prosvider or Micrasoft
Exchangs server scoount settings,

o Mane: Jarw Sivith
Example: Barbars Sankovic

E-mail Address: it henoke smpls, com
Examnple: bawbarsoontoso, com

Password: P
Retype Password:  *Fes=ees
Type the pasword your Intermst servios provider has ghven you.

[ Masrmsaly confiquee server sattings o additional server bypes
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5. On the Choose E-mail Service page, select Internet E-mail, and then click Next.
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Choose E-mail Service

@ Internet E-maid
Connact bo your POP, BRAR, or HTTP server bo send and recsive e-mal messages.

Microsodt Exchange
Connach to Marosoft Exchange for acoess to your e-mad, calender, contacts, Faxes and vokos madl

Dither
Cornett to a server bype shown below.
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6. On the Internet E-mail Settings page, enter your email account information as
follows:

Your Name

Enter your first and last name.
E-mail Address

Enter your email address.



Account Type

Select POP3.
Incoming mail server

Type pop.secureserver.net for your incoming mail server.
Outgoing mail server (SMTP)

Type smtpout.secureserver.net for your outgoing mail server.
User Name

Enter your email address again.
Password

Enter the password you created for your email account.

7. Select the Remember Password checkbox, and then click More Settings.
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Internet E-rmail Settings
Each of thass ssttings are required bo get your e-mal account working,

User Infarmation Test Account Settings
Yo Neara: [T —— Aifter filirg out the information on this screen, we
reconminend you best your account by dicking the
E-mad fuddress: jemathalie sede s ampds, coem busttbon bebowy, (Rsguires network Connsction)
Server Information ’ - .
sctount Type: — = | Test Accourt Settings ... |
Encomirg meall searver: pop secureserver nel
Cutgoing mad server (SMTP):  smipout seor eaersnet
Logon Information
Uizer Mamme: smithiccole:campls, com
Passwond: eI
o | Resmember password
Prequire logon using Securs Password futhertication (SPA) More Settings ... :

8. In the Internet E-mail Settings window, go to the Outgoing Server tab. Check
My outgoing server (SMTP) requires authentication and select Use same
settings as my incoming mail server.
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iGeneral | Dubgoing Server |C|:|nnecti|:|n fdvanced

My oukgaoing server (SMTR) requires authentication
@) Use same settings as my incorming mail server

(71 Log an using

Remember password
Require Secure Password duthentication (SPA)

(70 Log an ta incoming mail server before sending mail
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9. Go to the Advanced tab. Verify that you have 110 for your incoming server
(POP3) and 80 for your outgoing server (SMTP), and then click OK.

NOTE: If you have trouble sending email you can also try 25 or 3535 for your
outgoing server (SMTP) port.
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| General I Outgoing Server | Connection | v anced |

Server Port Mumbers

Incoming server (POP3 110 Ise Defaulks

[ This server requires an encrypted connection (550

Cubgoing server (SMTP): 80

IUse the Following bype of encrypted connection: | Mone |E|

Server Timeouts

Shart 7 Long 1 minuke

Delivery
[T Leave a copy of messages on the server

Remove From server after | 10 2| davs

Remove from server when deleted from 'Deleted Ikems'
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10. Click Test Account Settings. Microsoft will send itself a message to test your
incoming and outgoing capabilities. Once this is complete, click Next.
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Internet E-rmail Settings
Each of Ehass sathings sre recuired bo get your e-mal scoount working,

User Infarmation Te=st Account Settings
Yo Nearra: Tars Sendth Aifter fillirg out the information on this screen, we
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Server Information F -

Test Account Settings ...

ACoount Typs: POP3 - :
Encoming mall sexver: pop. secureserver. el

Cutgomng mad server (SMTP): | gomipout secureperver net

Logon Information
User Name: jemithiicoolacampls, coam
Password: AR
o | Fesrember passwond
[ Feagquirs g Securs Pasoword futhantic skion (SPA)
Bfsse ot
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11. Click Finish.

Cangratulations!
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