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Connecting your e-mail account to Outlook 2010

Version 1.1

This easy guide will help you set up your Outlook 2010 e-mail program to receive
and send e-mail using your new account settings.

1. Open Outlook 2010. Click the File menu, and then click Info.

In the Account Information window, click Account Settings, and then click
Account Settings again from the menu that appears.

The Account Settings dialog box will appear.
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2. Click your e-mail address so it becomes highlighted.

Then, click Change...
The Change E-mail Account dialog box will appear.

. ==

Account Settings

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

E-mail |Da13 Files I RSS Feeds I SharePoint Lists | Internet Calendars I Published Calendars | Address Books

_3 New... 'S¢ Repa... u5 change... | @ 5et as Defaule 3 Remove  # &

Type

MName
POP/SMTP (send from this account by default)

neotest1@rittrbuat.com

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

Personal Folders\Inbox

in data file C:\Users\doudsupport\appData’, .. WMicrosoft\Outook\Qutlook4. pst
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3. Edit the Incoming mail server to:
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mail.domain.com (where “domain.com” is the last part of your e-mail address)

Edit the Outgoing mail server (SMTP) to:
smtp.domain.com (where “domain.com” is the last part of your e-mail address)

Change the User Name to your full E-mail Address, including the @ and the
domain (such as “test@domain.com”, not just “test”).

Make sure your Name, E-mail Address, and Password are correct.

Change E-mail Account

[—2s=f

Internet E-mail Settings

User Information

Your Mame:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Outgoing mail server (SMTF):
Logon Information

User Mame:

Password:

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

Ritter Test POP

neotest1@ritirbuat. com

POP3

mail.domain.com

smtp.domain.com

neotest1@rittrbuat.com

Remember password

[] Require logen using Secure Password Authentication (SPA)

Test Account Settings

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

Test Account Settings ... ]

Mare Settings ...
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4. Look for the “Account Type” about halfway down the page:
For POP3, continue to step 5.
For IMAP, skip to step 8.

POP3 Steps
5. Click More Settings...
The Internet E-mail Settings dialog box will appear.
Click the Outgoing Server tab.

Check the My outgoing server (SMTP) requires authentication box.

Ensure that Use same settings as my incoming mail server is selected.

s

Internet E-mail Settings l&

General | Outgoing Server |Cunnectiun Advanced

My outgoing server (SMTF) reguires authentication
@) Use same settings as my incoming mail server

(7 Log on using

Remember password
Require Secure Password Authentication (SPA)

(7 Log on to incoming mail server before sending mail

[ Ok ] [ Cancel
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6. Click the Advanced tab.
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Enter “110” in the Incoming server (POP3) box.

UNCHECK the This server requires an encrypted connection (SSL) box

(your Outlook version may have a select box instead; if so, select “None”)

Enter “25” in the Outgoing server (SMTP) box.

Select None from the Use the following type of encrypted connection

dropdown.

-
Internet E-mail Settings

S

| General | QOutgoing Server | Connection | Advanced |

Server Port Mumbers

110 Lse Defaults

[ This server requires an encrypted connection (S50
1 Outgoing server (SMTF): 25

Incoming server (POP3):

i IUse the following type of encrypted connection: | Mone E
b | server Tmeouts
] Short Long 1 minute
b | Delivery
[ Leave a copy of messages on the server
Remowve from server after | 10 2| davs

Remove from server when deleted from 'Deleted Ttems'

[ Ok ][ Cancel ]Jll
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7. Click OK to close the More settings dialog box and return to the Change
E-mail Account dialog box.

Click Test Account Settings...
If you receive an error, double-check that all steps were completed
correctly and that your Internet connection is active.

When the test is successful, click Next to complete the process.
Congratulations!

i N
Change E-mail Account — . o . g

Congratulations!

You have successfully entered all the information required to setup your
account,

To dose the wizard, dick Finish,

-
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IMAP Steps
8. Click More Settings...
The Internet E-mail Settings dialog box will appear.
Click the Outgoing Server tab.

Check the My outgoing server (SMTP) requires authentication box.

Ensure that Use same settings as my incoming mail server is selected.

Internet E-mail Settings ﬁ

| General | Falders | Outgoing Server |Cnnnectinn Ad'u'anced|

My outgeing server (SMTFP) reguires authentication
@ Use same settings as my incoming mail server

(7 Log on using

Remember password
an
Require Secure Password Authentication (SPA)

QK ] [ Cancel
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9. C

ting your e-mail account to Outlook 2010

lick the Advanced tab.
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Select None from both of the Use the following type of encrypted
connection dropdowns.

Enter “143” in the Incoming server (IMAP) box.

Enter “25” in the Outgoing server (SMTP) box.

-

Internet E-mail Settings ﬁ1
| General I Folders I Outgoing Server | Connection | Advanced
Server Port Numbers
Incoming server (IMAF): 143 Lise Defaults
lse the following type of encrypted connection: | None |E|
COutgoing server (SMTF): 25
IIse the following type of encrypted connection: | Mone |E|
Server Timeouts
Short Long 1 minute
Falders
Root folder path:
[ Ok ] [ Cancel
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Connecting your e-mail account to Outlook 2010

10. Click OK to close the Internet E-mail Settings dialog box and return to the
Change E-mail Account dialog box.

Click Test Account Settings...
If you receive an error, double-check that all steps were completed
correctly and that your Internet connection is active.

When the test is successful, click Next to complete the process.
Congratulations!

r ™
Change E-mail Account — . o - . g

Congratulations!

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

To dose the wizard, dick Finish.
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