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Email Configuration Guide

Outlook 2007

1. Required Settings

Most email programs that support the POP/IMAP and SMTP email standards for sending and

receiving email use the following five primary settings.

1. Username -You must enter your complete email address. (Example: user@yourdomain.com)

2. Password -This is the same password that you use to login to Web Mail.

3. Incoming Mail Server
4. Outgoing Mail Server (SMTP)

5. Outgoing Mail Server (SMTP) Authentication

In order to send email, you must set your email software to use authentication when
connecting to the outgoing mail server. If your email software asks you to enter a username
and password, enter the same username and password that you entered in settings one and

two above.

2. Server Settings

Server Name Port
Server Type
POP pop.yourdomain*.com 110
IMAP imap.yourdomain®.com 143
SMTP smtp.yourdomain®.com 25
SMTP alternative port smtp.yourdomain®.com 2525

3. Setting Up Your Email Account

**Your Domain™ can be one of the

following: myatcc.com
atccmail.com
yokotamail.com
armed-svc.com

‘ E el Start Outlook. You can do this by clicking
A - mal e on the icon from your desktop or by
TR T T MRS A selecting this from your Programs Menu
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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.

E-mail |D313 Files | RS5S Feeds | SharePoint Lists | Internet Calendars I Published Calendars | Address Books

+ &

If this is the first time you have used Outlook,
you will be brought to the Startup Wizard.

Click Next

If the Startup Wizard does not automatically
display click on Tools in the Menu bar, then

select Account Settings.

Click New to create your e-mail account
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Add New E-mail Account
Auto Account Setup
Eiiﬁ;ggie:;rv:ilrc:cnct;uc; t}z'so':trtien-gn;éil server and configure your Internet service provider o Microsoft In th e Y our N ame b oX, enter your name
exactly as you would like it to appear to
Your Name: John Smith recipients

Example: Barbara Sankovic

In the E-mail Address box, type your

E-mail Address: user@yourdomain. com™
Example: barbara@contoso.com e-ma" addreSS

Password: Aokl

Retype Password; |+t In the Password box, type your password
Type the password your Internet service provider has given you, Retype Password one more t|m e

Check the “Manually configure server
settings or additional server types” then
click Next to continue

Manually configure server settings or additional server types

< Back " Next = ][ Cancel ]

Add Mew E-mail Account

Choose E-mail Service

(¥) Internet E-mail
Connect ko your POP, IMAR, ar HTTP server ko send and receive e-mail messages.

() Microsoft Exchange

Connect ta Microsoft Exchange for access bo your e-mail, calendar, contacts, Faxes and voice mail,
() Other

Ganes o & s o diam beter Select Internet E-mail and then click Next

< Back ” Next = ] [ Cancel
Internet E-mail Settings
Earh of these settings are required to get your e-mail account warking.
User Information Test Account Settings
Your Name: John Smith After filling out the information on this screen, we
recommend yaou kest your account by clicking the . HTEA H .
E-mail Address: user@yourdomain. com button below. (Requires network connection) YOU WI” now need to fl” In yOUf |nf0rm atlon
Server Information one more time
Account Type: PORS "
Incoring mal server: pop.yourdomain.com™* In the Your Name box, reenter your name
Oukgoing mail server (SMTPY: | spkp, yourdomain, com™®
Logon Infarmation In the E-mail Address box, type your
User Mame: i H
user@yourdomain, com e_mall address
Password: kb

Remember passwaord

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

< Back ][ Next = ][ Cancel ]
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Internet E-mail Settings
Each of these settings are required to get wour e-mail account working.

User Information Test Account Settings |n Accou nt Type Chose POP3 or IMAP as the
Your Mame: John Smith After filling out the information on this screen, we .

o = recommend you test your account. by dicking the type Of accou nt that yOU W0u|d I|ke tO Create
E-rail Address: user@yourdomain. com button below, {Reguires network connection)
Server Information

Account Type: POPS

T, o —— If you chose POP3 in Accoynt Types enter:
Outgoing mail server (SMTP): smtp. yourdomain.com® pOpyOUI’domaInCOle*

Logon Information

User Name: user@yourdomain. cam
Password: kAot
Remember password

[[1Require logon using Secure Password Authentication (SPA) More Setking

< Back, ][ Next = ] [ Cancel ]
Add New E-mail Account
Internet E-mail Settings
Each of these settings are required to get vour e-mail account working,
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: user@yourdomain.com button below, (Requires netwark connection)

Server Information

Test Account Settings

Account Type: AP

If you chose IMAP in Account Types enter:
imap.yourdomain.com*

Incoming mail server: imap.vourdomain,com*
Outgoing mail server (SMTP): sritp. yourdomain, com®
Logon Information

User Name: user@yourdonnain. com

Password: ok

Remember passward

[[]Require logan using Secure Password Authentication {SPA) More Sethings

< Back ][ et = ][ Caneel ]

Internet E-mail Settings
Each of these settings are required ta get your e-mail account warking,

User Information Test Account Settings

Your Mame! John Smith After Filling out the information on this screen, we
recommend you kest your account by dicking the

E-mail Address: user@yourdomain, com buttan below, {Requires network conneckion)

Server Information

. .
(i i POP3 v In the Outgoing mail server (SMTP) box, type

Incoming mail server: pop.yaurdomsin con” smitp.yourdomain.com*

Oukgaing mail server (SMT

Logon Information

User Mame! user@yourdomain, com

Password: shekohibohitoh

Remember password

[[]Require logon using Secure Passward Authentication (SPA) More Setting

< Back ” Next = ][ Cancel I
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Internet E-mail Settings
Each of these settings are required ta get your e-mail account warking,
In the User Name box, type your entire
User Information Test Account Settings emall address
e John sk e R e e i ey (Example: user@yourdomain.com)
E-mail Address: user@yourdomain, com buttan below, {Requires network conneckion)
S Iw;mt — 0 In the Password box, type your password
Incoming mail server: pop.yourdomain, com®
Outgoing mail szrver (SMTPY: [t pourdomaln.com™ If you would like Outlook to remember your
Logon Information paSSWO I‘d, please CheCk the bOX Iabeled
User Name: user@yourdomain, com Remember password
Password: shekohibohitoh
Remember password

[[]Require logon using Secure Passward Authentication (SPA)
Now click on More Settings

< Back ” Next = ][ Cancel I

e =]

Internet E-mail Settings

General | Dukgoing Setvet | Connection | Adwvanced

Select the Outgoing Server tab

[#]My outgoing server (SMTF) requires authentication
@ Use same setkings as my incoming mail server

O Log on using Check the box labeled “My Outgoing
Server Requires Authentication”

Ensure the first radio button is checked
which will use the same settings as your
) Log on ko incoming mail server before sending mail incoming mail server then click OK

oK ] [ Cancel

=

Add Mew E-mail Account

Congratulations!

ou have successfully entered all the infarmation required to setup your
account.

To close the wizard, click Finish,

Click Next after you have completed
entering this configuration information,
and then click Finish.

-
(_Fnsh_]

4. Support
For questions on how to use Microsoft Outlook, please visit the Microsoft support site.

http://support.microsoft.com/
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