Setting Up an Existing E-mail in Microsoft Outlook

Go to the Start Menu, All Programs, Microsoft Office and click on “Microsoft Outlook”.

Once Outlook has loaded, click “Tools” on the top-menu and navigate to “Email Accounts...” (on some
versions of Outlook this is labeled just “Accounts” or something similar.)
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Select “View Or Change Existing Email Accounts” and click “Next >".

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() add a new e-mail account
(%) Wiew or change existing e-mail accounks

Directory

"3 Add a new directary or address book
() iew or change existing directaries or address books
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3a. Click “Add..." if you want to add an email. Click “Change...” if you want to change an  existing email.

E-mail Accounts [5_(|

E-mail Accounts
You can select an account and change its settings or remove it.

Cuklook processes e-mail for these accounts in the Following order:

rMame Type Change...

mail, skantonstrestgroup, com POPJSMTR

Remove

Set as Defaulk

Move Lp

Mowe Dowwn

Deliver new e-mail to the Following location:

Personal Folders b | [ Mew Outlook Data File, ..
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4. Select "POP3" and click Next.

E-mail Accounts

Server Type
You can choose the type of server your new e-mail account will work: with,

(") Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents,

Connect to a POP3 e-mail server to download your e-mail.
O AP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

C HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders,

() Additional Server Types
Connect to anather workgroup or 3rd-party mail server.
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5. Fill in the information in the boxes as follows:

e Your Name: [Enter your first and last name in this box]

e E-Mail Address: [enter your E-mail address here, for example,
jharrison@stantonstreetgroup.com ]

e Pop-Server: [mail.domainname.com, for example,
mail.stantonstreetgroup.com]

e SMTP-Server: [mail.domainname.com, for example,
mail.stantonstreetgroup.com]

e Username: [my.email, for example, jharrison]

e Password: [Enter your password here]

6. Click “More Settings...”



E-mail Accounts

Internet E-mail Settings {POP3)

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

User Information

Your Mame: |'-,f.;.|_|r Mame |

E-mail Address: |email@dumainname.cum |

Logon Information

User hame: |email |

Password: |[:******j Your passwnrd|

Remember passward

|:| Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POR3): |mail.dnmainname.cnm |

Cutgaing mail server (SMTR: |mail.|:||:|mainname.|:|:|m |

Teskt Settings

after filling out the information on this screen, we
recommend wou kesk vour account by clicking the
button below, (Requires network, conneckion)

[ Test Account Setkings ... ]

Mare Settings ...

X
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6a. Under the “General” tab, “Mail Account”, enter the server domain name, for example,

mail.stantonstreetgroup.com




Internet E-mail Settings

General |Dut|;||:|ing Server || Conneckion || .ﬁ.dvanced|

Mail Account

Type the name by which you would like to refer to this
accounk, Faor example: "wWark” or "Micrasoft Mail Server”

mail.stantonstreetgroup, com |

Cther User InfFormation

organizakion: | |

Reply E-mail; | |
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6b. Click the "Outgoing Server” tab

e Click the box next to “My outgoing server (SMTP) requires authentication”. Make sure there is a check
mark in the box.

e Click the circle next to “Log on to incoming mail server before sending mail”. Make sure there is a dot in
the circle.

e Click “OK”

e Click “Next >”

Internet E-mail Settings E

Zeneral | Oubgoing Server |C|:|nnecti|:|n || .ﬁ.dvanced|

My oukbgoing server (SMTP) reguires authentication

{:} IJse same setkings as my incoming mail server

{:} Log on using

Remember password
Log an using Secure Password Authentication (SPA)

{(¥) Log on to incoming mail server before sending mail
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7. Congratulations! Click "Finish".

E-mail Accounts

Congratulations!

You have successfully entered all the information regquired to
setup your account.

To dose the wizard, dick Finish.

< Back Finish

Stanton Street Technology Group
“ Stanton Street e ol

Phone: 915.351.8440 Fax: 915.351.8441



	Setting Up an Existing E-mail in Microsoft Outlook

