{rShift

e-business
Setting up E-mail Account with Outlook 2007
Before starting:
1. Make sure your domain name loads. If it doesn't load your email account
won’t work.
2. Make sure you have setup your email accounts at yourdomain.com/cpanel.
You are now ready to begin setting up your email accounts.
1. Open your Outlook
2. Select Tools > Account Settings.
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3. On the Accounts Settings window, from E-mail tab select New button.
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Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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4. From Add New E-mail Account wizard window check “Manually configure
server settings or additional sever types” as shown then click Next.

Add Mew E-mail Account

Auto Account Setup

[#]Manually configure server settings or additional server types:
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5. Select Internet E-mail and click Next.
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Add New E-mail Account

Choose E-mail Service

©1nt i
Connect to your POP, IMAPR, or HTTP server to send and receive e-mail messages.,

") Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

() other
Connect to a server type shown below,

[ < Back ” Mext = ][ Cancel

6. On this window, enter your information as follows:
Your Name
Enter your first and last name.

E-mail Address
Enter your e-mail address.

User Name
Enter your e-mail address, again

Password
Enter the password you set up for your e-mail account.

Incoming Mail Server (POP3)
Enter mail.yoursite.com for your incoming mail server.

Outgoing Mail Server (SMTP)
Enter mail.yoursite.com for your incoming mail server.
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Add New E-mail Account

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

User Information Test Account Settings
Your Name: |Your Name | After filing out the information on this screen, we
recommend you test your account by diddng the
E-mail Address: |you@yoursite, com | button below. (Requires network connection)
Server Information
l Test Account Settings ...
Account Type: : POR3 7
Incoming mail server: Imail.\,roursite.com

Qutgoing mail server (SMTP): }mail.}'nursite.cl:um

Logon Information
User Name: ivou @yoursite,com |
Password: i x| |

Remember password

[[]Reguire logon using Secure Password Authentication (SPA) More Settings ...

[ < Back ][ Mext = ][ Cancel l

7. On the same window, click the “More Settings” button, the Internet E-mail
Settings window will appear select the "Qutgoing Server" tab, check "My
outgoing server (SMTP) requires authentication" as shown.

Internet E-mail Settings

General | Outgoing Server | Connection || Advanced |

[#]y outgoing server (SMTP) requires authentication:
@ Use same settings as my incoming mail server
() Log on using

() Log on to incoming mail server befare sending mail

[. Ok ] [ Cancel ]
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8. Select the "Advanced" tab and change the "Outgoing server (SMTP)" port to

25 or 26, then click OK.

Internet E-mail Settings

| General | Outgoing Server || Connection ! Advanced |

Server Port Mumbers -

Incoming server (POP3): | 110 | [ Use Defaults ]

Outgoing server (SMTFR): |_£é| |

Server Timeouts -
Shart =7

Delivery

[] This server requires an encrypted connection {S5L)

Use the following type of encrypted connection: [Mone w
Long 1 minute

[JLeave a copy of messages on the server

Ok ] [ Cancel

9. Click Next.

Change E-mail Account

Internet E-mail Settings

User Information

Your Mame: iywﬂm |

E-mail Address: |you@yoursite.com |

Server Information

Account Type: i F3 |

Incoming mail server: [mail. yoursite. com |

Qutgaing mail server (SMTP): |mail. yoursite.com |

Logon Information

User Mame: iyou@yoursite.com |

Password:

Remember password

[]Reguire logon using Secure Password Authentication (SPA)

Each of these settings are required to get yvour e-mail account working.

Test Account Settings

After filling out the information on this screen, we
recommend you test your account by dicking the
button below. (Requires network connection)

[ Test Account Settings ... ]

More Settings ...

< Back Mext > ] [ Cancel ]
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10. Click Finish

Add New E-mail Account

I Congratulations!
You have successfully entered all the information required to setup vour
account,
To dose the wizard, dick Finish.
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