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To connect to
the Email
server, we
pick Tools on
the Menu
bar and
Account
Settings.

Account Settings
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The Account Settings
window will open and
we choose the New
button.

( o Mew... Repait... [ Change. .. ¥ Remove

Email Accounts

Account Settings le

E-mail Accounts

¥ou can add or remove an account. You can select an account and change its settings,

E-rnail |Data Files | R55 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books

Marne: Twpe

crobbins@worldclasscad, com

POPRSMTP (send From this account by default)

Selected e-mail account delivers new e-mail messages to the following location;

Change Folder | Personal Folders' Inbox

in data File C\Dacuments and SektingsiCharlest, . \OutloaklOutlook, pst

Close




Add New Email Account

In the Add New Email
Account window, we
are setting up for a
incoming POP3 and
outgoing SMTP
connection. We
choose the Next
button to advance.

Add Mew E-mail Account

Choose E-mail Service

{*)Microsoft Exchange, POP3, IMAP, or HTTP:

Conneck ba an e-mail account ak wour Internet service provider (ISP or your
organization’s Microsoft Exchange server,

i) Other
Conneck ba a server type shown below,
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We select the Internet
E-mail option.

Internet Email

Add Mew E-mail Account

Choose E-mail Service

i) Microsoft Exchange

Connect to Microsoft Exchange For access to wour e-mail, calendar, contacts, Faxes and voice mail.

() Other
Conneck ba a server type shown below,
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Internet E-mail Settings

We fill out our user Add New E-mail Account f@
account. Internet E-mail Settings

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

User Information Test Account Settings

Your Mame: John Smith After filing out the information on this screen, we
recommend you kest wour account by clicking the

E-mail Address: jsmithi@worldclasscad . com button below. (Requires network connection)

Server Information

Test Account Settings ...

Account Type: POPS w
Incoming mail server: mail.worldclasscad. com
Cukgoing mail server (SMTPY: srikp . worldclasscad. com

Logon Information

User Mame: jsmithi@warldclasscad. cam
Password: .
Remember password

[] Reguire logon using Secure Password Suthentication (SPA) Maore Settings ...

< Back ” Mexk > ][ Cancel ]




Test Account Settings

Test the account Add New E-mail Account

SEtt| ng by DFESS| ng Internet E-mail Settings
th e TeSt ACCOU nt Each of these setkings are required ko gek vour e-mail account warking,

Settings button. The

X]

. User Information Test Account Settings
po p u p d Ia Iogue bOX Your Mame: John Smith After filling out the information on this screen, we
will show green E-mal Adchess: emith@wrddasscad.com Etson beloss, egibes nobwerk comectiony.
check marks for server Information
Test Account Settings ...
successful and AL Tt POP3 v
Incoming mail server: mail.worldclasscad. com

completed tests.

Cukgoing mail server (SMTPY: srikp . worldclasscad. com

Test Account Settings

) i ) scad. com
Zongratulations! All tests completed successfully. Click Close bo continue.

rd

ntication {SPA) More Settings ...

Tasks | Errars

Tasks Skatus

\/Lu:ug onko incoming mail server (POP3) Completed
\./Senu:l kest e-mail message Completed < Back ” Mext = ] [ Zancel ]




Outgoing Server

We press the More Settings button to
make a few more alterations.

Internet E-mail Settings

General | DQubgoing Server |C|:|nnectin:|n Advanced

[#] 1y outgqoing server (SMTP) requires authentication:
Our P rOVid er wi | | use th e same (%) Use same setkings as my incoming mail server

settings for incoming and outgoing 129 30 ins | |
mail.

() Log on ko jncoming mail server before sending mail

Ik ] [ Cancel




Advance Settings

The incoming server uses port 110 Internet E-mail Settings
and the outgoing server uses port
1025. We should check with our Server Port Numbers

provider for these port numbers. Incoming server (POP3): | 110

[ ] This server requires an encrypted connection (5513

General | Dukgoing Server | Connection Advanced

Outgoing server (SMTPE): | 1025
IUse the Following tvpe of encrypted connection; | Mone W
Server Timeouts

Shaork 7 Long 1 minuke

Delivery

[ JLeave a copy of messages on the server

Ik ] [ Cancel




We can now logon
onto the account
and receive and
send email.

Setup Finished

Add Mew E-mail Account

Congratulations!

¥ou hawe successfully entered all the information required ko setup your
account,

To close the wizard, click Finish,

< Back . Finish
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