Setting up E-mail with Outlook 2007

You can access Standard and Advanced mailboxes using Microsoft Outlook 2007.
Step 1: Open Outlook 2007, click Tools in the top menu, then click Account Settings.

Step 2: Select the E-mail tab and click New.
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mal | Data Fles | RSS Feeds | SharePoint Lists | Intemet Calendars | Published Calendars | Address Books |
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Selected e-maill account delivers new e-mal messages to the following location:
Mailbox - John Dainton\Inbox
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Step 3: Select Microsoft Exchange, POP3, IMAP, or HTTP from the list of available server types, then
click Next.
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Choose E-mail Service

@) Microsoft Exchange, POP3, IMAP, or HTTP
Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.

" Other
Connect to a server type shown below.

Qutlook Mobile Service (Text Messaging)

Step 4: Select Manually configure server settings of additional server types and click Next
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Auto Account Setup
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E-mail Address: |
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Step 5: Select Internet E-mail and click next.

Step 6: Enter your name in the Your Name text-box and your email address in the E-mail Address text-

box
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Internet E-mail Setbings

Farh of these settings are required o get yaur e-mai acoounktwaring,

User Information

Your Name: fyou

E-meil Acdress: Iyou@ym.rdondn.co.ui
Server Information

Srctnt Topes IPOPJ -
Incoming meil server: fnal yourdcenain, ca.uk

Qubgoing mail server (SMTP): IS““‘P wowrdanan zo.uk

Logon Information

[ser Name: frou@yowrconzin.co.u:

Pasesord: Im:xxoca:«:
¥ Remember password

I Reqgure lcgon usng Serre Passaord &abenticaton (GPA)

Test Acrount Setkings

AFter Filling aut the information ar bhis soreen, we

reccamnmend you test waur account by clizkng the
button balow, (Recuires necwonk connedion)

Test Arcount Sethirgs ...
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Step 7: Enter and confirm your mailbox password in the Password text-box, then select Remember
password.

Step 8: Depending upon your favoured connection type. Select POP3 or IMAP from the drop down
menu.

In the Incoming mail server text-box, enter your POP3 mailserver - e.g. mail.yourdomain.co.uk

If this is a Standard mailbox and you connect with a provider other than Fasthosts Broadband or
Dial, follow your provider's instructions for setting up their SMTP server, then skip to step 13.
Step 9: In the Outgoing mail server (SMTP) text-box, enter smtp.fasthosts.co.uk.

Step 10: Click on More Settings

Step 11: Click the Outgoing Server tab and tick My outgoing server (SMTP) requires authentication
and Use same settings as my incoming mail server.
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General Outgoing Server IConnection I Advanced |

[V My outgoing server (SMTP) requires authentication
{* Use same settings as my incoming mail server
" Log on using

ser Mame;

Password:
|7 Remember pa ssword

I | Requite Secure Password Guthentication (SPA)

" Log on to incoming mail server before sending mail

QK I Cancel

Note: Some ISPs will block port 25 for sending emails. If this is the case with your ISP you should click
the Advanced tab and change your outgoing SMTP port from 25 to 225.

Step 12: Click OK

Step 13: Click the Test Account Settings button and correct any errors that it identifies.

Note: Outlook's Test Account Settings procedure occasionally fails even if the account settings are
correct. If it repeatedly fails and you are certain that the account settings are correct, skip to step 12,

then test your setup by sending an email to yourself.

Step 13: When the test gives you the message Congratulations! All tests completed successfully, click
the Next button, then click the Finish button.



