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Important information:

- Itis recommended that you have you office and windows updates up to date to ensure
proper functionality



Setting up Email on PC:

If you’re opening Microsoft Outlook 2010 for the first time:

Open Microsoft Outlook 2010. You’ll see the Microsoft Outlook 2010 Startup window. Click
the Next button.

Microsoft Outlook 2010 Startup

Microsoft Outlook 2010 Startup

Wielcome ko the Microsoft Outlook 2010 Skartup Wizard, which will quide wou through the
process of configuring Microsoft Cutlook 2010,
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You’ll see the Account Configuration window. This window asks if you’d like to configure
an E-mail account. Click the Yes button, then click the Next button, then continue starting at
Step 1 below.

Account Configuration

E-mail Accounts

If you’ve previously set up email accounts in Microsoft Outlook 2010:
In the main Outlook window click the File tab. Then click the Add Account button, then
continue starting at Step 1 below.




Steps:

1. You’ll see the Auto Account Setup window. Click the button for Manually configure
server settings or additional server types, then click the Next button.

Add New Account

Auto Account Setup
Conneck to other server bvpes,

Taur [armes

Example: Ellen &darms

E-rmail Sddress:

Exampler elem@contosa, canm




2. You’ll see the Choose Service window. Click the button for Internet E-mail, then click the
Next button.

Add New Account

Choose Service

= Internet E-mail
Connect ko POP or IMAP server to send and receive e-mail messages,

" Microsoft Exchange or compatible service

—onnect and access e-mail messages, calendar, contacts, Faxes and woice mail messages.,

" Text Messaging {SMS)
Connect to a mobile messaging service,
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3. You’ll see the Internet E-mail Settings window.

Enter your full name in the Your Name field.
Enter your email address in the E-mail Address field.

Set the Account Type to POP3.

Your incoming mail server is mail. walle.sleepycat.com.au

Your outgoing mail server is the same as your incoming mail server: walle.sleepycat.com.au

Enter your full email address in the User Name field: Test@ Test.com.au




Enter your email password in the Password field.
Click the box for Remember password.

Then click the More Settings... button at the lower right corner of the window.

POP and IMAP Account Settings
Enter the mai server settings for your account,

User Information Test Account Settings
Your Hame: [Tf ot tester Wi recommend that you test your account to ensure that
the entries are correct.
Email Address: [tesl@
Server Information
Test Account Settings ...
Account Type: I[.': 3 j
: & F Automatically test account settings when Next
Incoming mail server: [wﬂ!lt.ilttuytﬂt.mm.au e Iy ing
Outgoing mail server [SMTPE: [wﬂ!lt.il! epycat.com.au Deliver new messages to:
Logon Information ¥ Mew Outlook Data File
User Name: fteste " Existing Outlook Data File
Password: [.u...l I Bron e

[¥ Remember password

[ Require logon using Secure Password Authentication

[SPA) More Settings ...
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4. in the new, smaller window that appears, click on the Outgoing Server tab. In the Outgoing
Server pane of the window click the box for My outgoing server (SMTP) requires
authentication, and click the button for Use same settings as my incoming mail server. Then
click the Advanced tab.

Internet E-mail Settings Ed
" General Outgoing Server | Advanced |

H My outgoing server [SMTF) requires authentication
£ Use same settings as my incoming mail semer

£ Llog an using

User Manme: |

Password: I

¥ Remember passord
r Require Secure Passwiord Authentication [SPA]

o Lag an to incamitg mail semer befare sending mail

oK I Cancel




Internet E-mail Settings

General I Outgoing Server Advanced |

Server Port Mumbers

Incoming server [POP3): IllU Use Defaults |

[~ This server requires an encrypted connection [55L)
Outgoing server [SMTF}: |25
Use the following type of encrypted connection: INCIHE vI

Server Timeouts

Shot =% Long 1 minute

Delivery
[ Leavea copy of messages on the server

I¥ | Remowe from senver after |14 E: a3

|- Remowve fram semerwhen deleted fronm ‘Deleted ems’

oK Cancel

5. In the Advanced pane of the window make sure the button for

Incoming server (POP3): Leave it set at 110, which is the default.

This server requires an encrypted connection (SSL): Make

Outgoing server (SMTP): The default number is 25.

Use the following type of encrypted connection: Leave it set at None.

Server Timeouts: Leave it set at the default setting.

Leave a copy of messages on the server. Make sure this is un ticked

Click the OK button.

sure this box is not clicked.



6. You’ll return to the original Internet E-mail Settings window. Click the Next button.

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Hame: [Tf ct tester We recommend that you test your account to ensure that
the entries are comect.
Email Address: [tesl@
Server Information
Test Account Settings ...
Account Type: I[.' 0P LI
: .’ ¥ Automatically test account settings when Next
Incoming mail server: [wﬂ!lt.ilt Epyeat.com.au ke Iy ing
Outgoing mail server [SMTP): [w.l!lt.ile epyeat.com.au Deliver new messages to:
Logon Information ¥ New Outlook Data File
User Hame: fteste ™ Existing Outlook Data File
Password: [--uu| I i

[¥ Remember password

[T Require logon using Secure Password Authentication

[SPA) More Settings ...
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7. The Test Account Settings window will appear and automatically test the connection to
your incoming and outgoing mail servers.

Test Account Settings
Congratulations! All tests completed successfully, Click Close to conkinue., i} Shap |

Close

Tasks | Errars I

Tasks | Skatus |
\/ Log anta incaming mail server (POP3 Completed
\/SEHEI kest e-mail message Completed




8. You’ll see the Congratulations! Window. You’ve successfully set up your email account.
Click the Finish button. Outlook’s main email window will open.

Add New Account

Congratulations!
¥ou have successfully entered all the information required to setup wour accounk,

To close the wizard, click Finish,

Add another account,

= Back I Finish I

DONE!
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