How to setup an Email account using Microsoft Outlook.

1. Open Microsoft Outlook.
2. Go to the Tools - Email Accounts menu.
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E-mail Accounts

This wizard will allow you to change the e-mail accounts
and directories that Outlook uses.

E-mail

(®)add a new g-mail account

()Wiew ar change existing e-mail accounts

Directory

() add a new directory o address book
() Wiew or change existing directories or address books
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3. Select Add a new e-mail account and then click on the Next button.

E-mail Accounts

Server Type
You can choose the type of server your nevw e-mail acount will work with.

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
docurments.

Connect 1o a POP3 e-mail server to download your e-mail.
(1IMAP

Connect 1o an IMAP e-mail server 1o download e-mail and synchronize mailbox
folders.

(IHTTP
Connect to an HTTP e-mail server such as Hotmail to download e-rmail and
synchronize mailbox folders,

() Additional Server Types

Connect 1o another warkgroup or 3rd-party mail server.
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4. Select POP3 and then click on the Next button.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Name: |30hn Smith | Incaming mail server (POP3): Imail.craconline. corm |

E-mail Address: éJSmiﬁﬁ@cmchline.cDm | Qutgoing mail server (SMTPY: pnail.crmconline corm |

Logon Information Test Settings

Lser MNarme: ;jsmiﬁﬁ@cmcnnline.cum | after filling out the information on this screen, we
e - recommend you test your account by clicking the

Password: R J button below. {Requires network connection)

Remermber password

[ Test Account Settings ... ]

|:|I=Dg on Using Secure Password
buthentication (SPAY

[ More Settings ...
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5. Enter Your Name, E-mail Address, User Name, and Password above. The
remaining fields should be filled out as listed above.

6. Click on the More Settings button.

Internet E-mail Settings

General |Du1Jg|:|ir‘|g Server | Connection | Advanced |

Mail Account -

Type the name by which you would like to refer o this
account, For exarmple: "Work" ar "Microsoft Mail Server"

rnail.crmconline. com

Other User Infor mation

Organization:

Reply E-mail:

Ok | | Cancel




7. Click on the Outgoing Server tab.

Internet E-mail Settings

| General | Outgoing Server |C|:|r'|necti|:|n | advanced |

[W]#y outgoing server (SMTPY requires authentication:

@gse same =efttings as my incoming mail server
OLDQ of Lsing

W TIE

Eemember password

Log on using Secure Password Authentication (SPAY

()Log on to incoming rail server before sending mail

Ok J | Cancel




8. Check the items as shown above and the click on OK.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Narme: |_'Iuhn Smith | Incaming mail server (POPIY; ‘mail.cmcc:nline.cnm ‘

E-mail Address: |J5mi'd’|@cmcon|ine.|:u:|m | Outgoing mail server (SMTF): ‘mail.cmcunline.cu:um ‘

Logon Information Test Settings

Lser MNarme: |jsmiﬁ’|@cmcnn|ine.cum | after filling out the information on this screen, we
recammend you test your account by clicking the

Password: Hok ok ko kK | button below. {Requires network connection)

Remermber password
[ Test Account Settings ... ]

|:|I=Dg on Using Secure Password
buthentication (SPAY

[ More Settings ...
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9. Click on the Test Account Settings and verify that everything is set up correctly.

10. Click on the next button.

E-mail Accounts [Z|

Congratulations!

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

To close the wizard, click Finish.
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11. Click on the Finish button to complete the setup.



