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Step 1: Select the Tools option in the top menu and select E-mail Accounts…
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Step 2: Select Add a new e-mail account and click Next
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E-mail Accounts.
You can change the e-mail accounts and drectories that Outiook uses.

] add 2 new e-mail account

" View or change existing e-mai accounts

Directory.
" Add 2 new drectory or address book.

" View or change existng directories or address books.

e ]





Step 3: Select POP3 and click Next
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ServerType
You can choose the type of server your new e-mail acount wil work with.

(" Microsoft Exchange Server
Connect to an Exchange server to read e-mal, access puble folders, and
share documents.
PoPs.
‘Connect to a POP3 e-mail server to download
your e-mai.
© map
Connect to an IMAP e-ma server to download e-mail and synchronize
maibox folders.
© wrre
Connect to an HTTP e-mai server such as Hotmail to download e-mailand
synchronize maibox folders.
" Additional Server Types.
Connect to another workgroup or 3rd-party mail server.

<Back. Next >





Step 4: Enter your name and e-mail address, enter the company website in both the servers for example www.xyz.com, Username is the same as your e-mail address and the password given by us. After filling all the details click on Test Account Settings… 
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Internet E-mail Settings (POP3)

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

User Information

Your Name:

Server Information

Incoming mail server (POP3):
Outgoing mail server (SMTP):

Test Settings

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

¥ Remember password

™ Log on using Secure Password
Authentication (SPA)

Test Account Settings





Step 5: The following window will appear, click Close
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Congratuations! Al tests completed successfuly. Click Close to continue.
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/ Find outgoing il server (SMTP)
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+/ Log onto incoming il server (POPG)
|/ Send test e-mail message





Step 6: Click Next
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Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information

YouName: e | Incomngmai server (POP3):

Email Address: [hetan @xyz.com Outgoing mail srver (SMTP):

Logon Information Test Settings
o After fling out the information on this screen, we
Userame: - [detan@xyz.con recommend you test your account by cicking the button
Password:  [reses  below. Reaures network comnection)
¥ Remember password Test Account Settings

™ Log on using Secure Password
Authentication (SPA)





Step 7: Click on Finish and it’s done!
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You have successfull entered a the information required to setup your account.

To dose the wizard, clck Fiish.
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