Programming - Websites
Network Support - PC Support

Use this option when adding a new email account.

Start Outlook and choose E-mail Accounts... from the Tools pull down menu.
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Select View or change existing e-mail accounts and click Next to continue.

E-mail Accounts
You can change the e-mail accounts and directories that Outlook uses, p

E-mail
" Add a new e-mail accounk

" Wieww or change existing e-mail accounts!

Directory
" add a new directory or address book

" Wiew or change existing directoties or address books

< Back I Meut > I Cloze

Select the Add... button.

E-mail Accounts
‘fou can select an account and change its settings or remove it, :

Outlook processes e-mail For these accounts in the Following order:

ame | Tvpe | Chanage, ..
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Deliver new e-mail ko the Following location:
I j Mew Sutlook Data File, .. |

< Back I Finish I Cancel
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Select POP3 and click Next to continue.

Server Type
‘fou can choose the type of server wour news e-mail acount will work, with, :

" Microsoft Exchange Server

Cannect to an Exchange server to read e-mail, access public Folders, and
share documents.

0
Conneck to a POP3 e-mail server to download
wour e-mail,

" IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize
mailbox Folders,

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

" Additional Server Types
Connect to another workgroup or 3rd-party mail server,

< Back I Hest > I Cancel

Enter your full email address for the account name and type in your password.
You may use mail.spudsoftware.com or mail.yourdomainname.com for both servers.

Internet E-mail Settings (POP3) @

Each of these settings are required to get wour e-mail account warking.

User Information Server Information
Wour Mame: I‘:"our Marme Incoming mail server (POP3): |mai|.yourdnmain.ccum
E-mail Address: Iusername@ynurdomain.cor Qutgaing mail server (SMTP): |mai|.yourdnmain.cu:nm
Logon Information Test Sekttings
User Mame: - After Filling out the information on this screen, we
- Iusername@ynurdumam.cor recommend wau test vour account by clicking the button
Password: I*****| below, (Requires network connection)

¥ Remember password Test Account Settings ... |

| Log on using Secure Password

Authentication (SPA) Mare Settings |
¢ Back I Mest > I Cancel |

Select More Settings ...
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Select the Outgoing Server Tab

Select box to check My outgoing server (SMTP) requires authentication
Select Use same settings as my incoming mail server

Select OK, Select Next and Finish

Internet E-mail Settings llll

General  Outgoing Server |I:Dnnection| .t’-‘-.dvancedl

¥ My oukgaing server (SMTR) requires authentication:

[ Use same settings as my incoming mail server

" Log on using

User Mame: I

Bassward: I

¥ | Remember password

r Lo am using Secure Fassward Buthentication

" Log on ko incoming mail server before sending mail

Ok, I Cancel |

Select OK, Next to continue and Finish to complete.
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