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New Account

_ — ; Under File,
SMAS Account Information Choose Info

-~ jane@cmewebsites.com -
IMAP/SMTP
4 Add Account
Open ——
o Accountsettings } In the Account
@q Modify settings for this account and configure additional connections.
Share e

Account S t t M
e ettings box
Hel, &
. !
21 Options °
click Add
% Manage the size of your mailbox by emptying Deleted Items and

archiving.
Cleanup wIng

e Account

Rules and Alerts

,<? \ Use Rules and Alerts to help organize your incoming e-mail messages,

and receive updates when items are added, changed, or removed.
Manage Rules

& Alerts



Remove Account Account

; If you need to remove an

P —" old account , go to File then
E'm:.‘m‘::‘lts t. Y lect t and ch its il Info.
B - 1 Choose Accounts or Account
. s | Rss FeedSISharePointListslInternetCalendl' hed Calendars | Address Books S etti N gs
4 New... 3% Repair... 3 Change... €% Setas Default X Remove # &

Select the Account to remove
Click Remove (red arrow)
Confirm your selection

Name Type

Selected account delivers new messages to the following location:

e 1 Note this doesn’t delete mail,
it just deletes the connection
to the server.

HINT: I f youodore -xigeateut t o r e

a new account, youodore on the
right page, click New (Green

Arrow)




Manually Configure Settings

(acanensccourt T } Choose

Auto Account Setup

Click Next to connect to the mail server and automatically configure your account settings. | [ M a n | I a I I y

— | Configure
| — | Server Settings

E-mail Address:

Example: ellen@contoso.com

| Next
Password: ‘ '\ I }
L
Retype Password: [ ‘ i
Type the password your Internet service provider has given you.
(") Text Messaging i
i
i

() Manually configure server settings or additional server types

< Back H Next > ‘[ Cancel l




Choose Internet Email

s T 1 Choose Internet
Email

Connect to POP or IMAP server to send and receive e-mail messages. N t
(") Microsoft Exchange or compatible service } e X

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

I (") Text Messaging (SMS)
Connect to a mobile messaging service.
() other i
Connect to a server type shown below. I
Fax Mail Transport I
i
||
|
I
|

<gack || nex> | [ cancel




Enter Your Information

—

Enter your name and
e email

} Choose POP3 or IMAP

User Information Test Account Settings

o .
Your Name: | Your Name After filling out the information on this screen, we E
= = recommend you test your account by clicking the button u } n e r I n C O I I l I n S e rve r
E-mail Address: email@yourdomain.co below. (Requires network connection)
Server Information r
| 5 Choose P,OP3 or lMﬁL,i ‘ Test Account Settings ... r
Account Type: POP3 / L Eﬂ -~ ° °

Incoming mail server: Dl;DAgdsAus or lmao.grdsAus [/ Test Account Settings by clicking the Next button

o . L]
. . = Delver new es to: Choose either option.
Outgoing mail server (SMTP): | smtp.gds.us messy If you do not choose | I m a S u S
(@ New Outlook Data File ~ an existing file, | . .

Logon Information - . ted
(©) Existing Outlook Data Fife 1€W ONE IS created.

P .
— | ommmmen | L= Enter outgoing server
Password: iYou' password ‘ } g g
U
[¥]Remember password 1
Reguire logon using Secure Password Authentication (SPA) " il a S S I I l t d S ' I S
| More Settings ... . (]

= - =} Username is your full
| “ email address

Enter your password
Click More Settings

—




More Settings — Outgoing Server

—

‘IntemetE-maiISettings y S } CIiCk the OUthing

e Server Tab

My outgoing serve»r (SMTP) re‘quire%: authe.nticationi

t o | 1 Click the checkbox for
B { | My outgoing server

[V] Remember password

[ | Reguire Secure Password Authentication (SPA) (S M T P) re q u i re S
| authentication.

1 Click the Advanced Tab

=

[ OK ] [ Cancel




More Settings - Advanced

Internet E-mail Settings uq } C I i C k t h e S S L
General |  senthems |  Deletedems | d ro p d own fo r b Ot h

Short " Long 1 minute

correctly change for
] Incoming (pop or
Imap)

Outgoing Server I Connection | Advanced . .
| | server Port Numbers - 995 for I ncom I ng a nd
Incoming server ( ;| BEE] Use Defaults ' ° M
[l Use the follo e of encrypted connection: ’& N E n O u tg O I n g C O n n eCt I O n S °
i Outgoing server (SMTP): 465
Use the follmde of encrypted connection: ’SSL - EI .
: Server Timeouts } The port number WIII
"

| .1 Change the port

| = number for SMTP to
465. (Green arrow.)




Internet E-mail Settings

o S

General I

Sent Items

| Deleted Items

Outgoing Server

I Connection

| Advanced

Server Port Numbers

Incoming server (. F

Use the follo

093 Use Defaults ’
SSL

Use the follo e of encrypted connection:
QOutgoing server (SMTPi:

e of encrypted connection: ‘SSL

465

B
=]

Server Timeouts

Short Long 1 minute
Folders
Root folder path:

[

1 Click OK

1 Click OK and
Finish to
complete the
account.



