OUTLOOK 2010 EMAIL ACCOUNT SET UP

Step 1: On the "File" Rikbhan, select info. Then press "+ Add Account”

B save as i
A Account Information
chimants

i Add Account

Open

Automatic Replies (Out of Office)

Print E Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Help Replies
)
[] options
B et Mailbox Cleanup
% Manage the size of your mailbox by emptying Deleted fems and
archiving.
Cleanup
Tools -
Rules and Alerts
i& Use Rules and Alerts to help organize your incoming e-mail

messages, and receive updates when items are added, changed, or

Mlnaae Rules rﬁavﬁ e

Step 2: Select the option to "Manually configure server settings or additional server types"”.

Add Mew Account
Auto Account Setup outlookz010_2 i _';lx_
Connect to other server types.

v

) E-mail Account

our hlame:
Example: Ellen Sdams

E-mail Address:

Example: sllen@contosa.com

Password:

Riebype Password: .

Type the password your Internet service provider hes ghen you,

) Text Messaging (SMS)

@ Manually configure server settings or additional server types




Step 3: Select the option "Internet E-mail".

rhdd Mew Account
Choose Service T\Jz_
R
@ Internet E-mail

Connect to POP or IMAP server to send and receive e-mal messages.

) Microsoft Exchange or compatible service
Connect and access e-mal messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SMS)
Connect to a mobls messaging service.

outlookz010_3

Step 4: Inzer the information according to the email address you have set up inyvoudr control panel (fiew the
Plesk or cPanel tutarials).

Add New Account
Internet E-mail Settings _>|/_
Each of these settings are required to get your e-mail account working. b
"3
User Information Test Account Settings
Your Name: |]D|,,g,,.-u-. | After filing out the information on this soreen, we
recommend you test your account by dicking the button
E-mail Address: info@exampie.com | below, (Requires network connection)
Test Aotount Settings ...
Aocount Type: |p¢p3 IEIJ
Tnosming mall server: |mal yeoe | [#] Test Accoant Settings by dicking the Mext button
Deliver new messages to:
@ New Outlock Data File
Logon Infermotion ) Existing Outiook Data File
User Name: nfo@exampie.com | [ | [ rowse
Password: |u-n1 |
| remember password

[ Require logon using Seaure Password Authentication (SPA)




Step 5: Click on maore settindgs as highlighted in blue above. Click the "Outdaing Server” tah, tick the aption "hly
outgoing serer (SMTPY requires authentication” and select the option "Use same settings as my incoming mai

SEMET.

Internet E-mail Settings

sl

S/€

General | Outgeing Server | Connection | Advanced |
(] My cutguing server (SMTF) requires authentication
@) Use same settings as my incoming mail server

@ Log on using
¥ ) infarmation on this soreen, we
Liser Marme: | | | Bst your acoount by didking the button
Emal — | | | etwork comnecton)
L [] Remember password

[[|Regure Seoure Password Authentication (SPA)

it Settings by dicking the Mext button
Aes l:m

) Log on to incoming mal server bafore sanding mai

Step 7: Click on the ‘Advanced’ tab and make sure the Incoming Mail Server is 110 and the outgoing server
should be 25. In some instances you many need to change the outgoing server to 587 if 25 doesn’t work. Also
change ‘Use the following type of encrypted connection:’ to ‘Auto’.

Then click ‘Ok’.

Internet Email Settings >

General Cutgoing Server Advanced

Server Port Numbers

Incoming server [POP3): | | | Use Defaults |
|:|This server requires an encrypted connection [55L1)

Cutgoing server [SMTF):

Use the following type of encrypted connection:

Server Timeouts
Short ] Long 1 minute

Delivery

Leave a copy of messages on the server

Remove from server after days

|:| Remove from server when deleted from 'Deleted ltems’

ok | cance




Step 8: You should now be able to successfully test the account as long as the domain has propagated and

wour hosting account is active.

Add New Account

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

TE_EE'_ Account Settings

Congratulations! All tests completed successfully. Clidk Close to continue.

[ Require logon using Secure Password Authentication (SPA)

Make sure to click the ‘Next’ button at the bottom of the window to save your changes.

Congratulations! You have now set up yvour mail account.

Add Mew Account

Congratulations!
You have successfully entered all the informabon required to setup your account.

To dose the wizard, dick Firegh,
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