How to Setup Microsoft Outlook

The first time you open Microsoft Outlook it will start a wizard that will take you
through the process of setting up a new eMail account.

E-mail Accounts 2=
E-mail Accounts
You can change the e-mail accounts and directaries that Outlook uses, ;
E-mail

i indd a new e-mail account

™ yiew or change existing e-mail accourkts

Directory
" add a new directary or address book.

" view or change existing directories or address books

¢ Back I MHewt > I Cloze

Click “Add a new e-mail account” and click “Next”
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Server Type
Yo can choose the bype of server wour nesw e-mail acount will wark with. :

{” Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and
chare docurnents.

wour e-mail,

" IMap
Conneck ba an IMAP e-mail server to download e-mail and synchronize
mailboe: Falders,

" HTTP
Connect bo an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailboy Falders,

" Additional Server Types
Caonneck ba another workaraup or 3rd-parky mail server,
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Click “POP3” and click “Next”
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Internet E-mail Settings (POP3) @

Each of these setkings are required ko gek your e-mail account warking,

User Information Server Information
Your Marme: IJ Doe Incaming mail server (POP3): Imail.seasurf.net
E-mail Address: IJIDDE@seasurflnEt Cuakgoing mail server (SMTR: Imail.seasurf.net
Logon Information Test Settings
User Marme: : after Filling out the information on this screen, we
= I]'dDE recommend you test vour account by clicking the button
Password: I******* below, (Requires network connection)

v Remember passward Tesk Account Sektings ...

I Log on using Secure Password

Authentication (SPA) More Setkings |

< Back I Hewt > I Cancel |

Enter The “User Information”, “Login Information”, and “Server Information”
“mail.seasurf.net” in both of the incoming and outgoing server boxes and click
“More Settings . ..”
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Geperal  Outgoing Server | Eu:unneu:tiu:unl .ﬁ.dvancedl

¥ My outgoing server (SMTP) requires authentication;

i* Ilse same settings as my incoming mail server

i Log on using

Iser [ame: I

Password; I

¥ Remember password

- Logon using Secure Password Suthentication

™ Log on ko incoming mail server before sending mail

| aF. I Cancel

Click on the “Outgoing Server” tab and click in the “My outgoing server (SMTP)
requires authentication”
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Generall Outgoing Sewerl Connection  Adwvanced |

Server Port Mumbers

Incarning server (POP3N I 110 Use Defaults |

[ This server requires an S5L-secured conmeckion (531
Qukgoing server [SMTP: 557

[™ This server requires an S55L-secured conneckion {S5L

Setver Timeouts

Shart '—J— {long 3 minukes

Delivery
[ Leave a copy of messages on the server

™| Remove from server after| 10 = days

[T Remove from server when deleted from'Deleted Tems!

ok I Cancel |

Click on the “Advanced” tab change “Outgoing server (SMTP):” to 587, and
“Server Timeouts” to 3 minutes, and then click the “OK” button
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Congratulations! @

You have successfully entered all the information reguired ko setup your account,

To close the wizard, dlick Finish,

¢ Back

If your computer does not show the above screen then click “Next' button, and then
for this screen click the “Finish” button and you are donw
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