How to Set Up Microsoft Outlook 2007 for Windows to Send and Receive Email

Follow the steps below to configure Outlook 2007 for Windows to send and receive email.

1.

Open Outlook. Select Account Settings... from the Tools menu.
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2. On the E-mail tab, click New.
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3. Select "Manually configure server settings or additional server types" and click Next >.

Add Mew E-mail Account

Auto Account Setup
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4. Select Internet E-mail and click Next >.

Add Mew E-mail Account

Choose E-mail Service

(%) Internet E-mail
Conneck ko your POP, IMAR, ar HTTP server ko send and receive e-mail messages,

i) Microsoft Exchange
Conneck o Microsoft Exchange For access to wour e-mail, calendar, contacts, Faxes and woice mail.

) other
Conneck ko a server type shown below,

< Back “ NEXt}‘L\\J [ Cancel




5. Enter the following information for E-mail Accounts.
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Your Name: Enter the name you wish recipients to see when they receive your message.

Email Address:This is the address that your contacts' email program will reply to your messages.
This is also the address that will get recorded in your contacts' address book if they add you as a
contact.

Account Type: POP3

Incoming mail server: Enter mail.yourdomain.com

Outgoing mail server (SMTP): Enter mail.yourdomain.com

User Name: Enter your full e-mail address

Password: If you wish for Outlook to save your password, check the box labeled Remember
Password and enter your password in the text field.

Click More Settings...

Add New E-mail Account

Internet E-mail Settings

User Information Test Account Settings

Your Marme: ;J,:,hnﬁ,:,e After filling out the information on this screen, we
E-mail Address: g'gam;je@,.;.ura[;.mai},_cum ' button below, (Requires network connection)
Server Information - "
Sccount Type: |pops v
Incaming mail server: ;.r.nail..':.fcuurdcurnain.cnm
Cukbgoing mail server (SMTR): ;mail.ynurdnmain.mm
Logon Information
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[[]Require logon using Secure Password Authentication (SPA) More Setkings [

Each of these sethings are required ko gek wour e-mail account warking,

recommend you kest wour account by clicking the

Test Account Sektings ...
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< Back ” Mext = ][ Cancel ]




6. Click on the Outgoing Server tab, and check the box labeled My outgoing server (SMTP) requires
authentication. Then choose to Use same settings as my incoming mail server
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7. Click on the Advanced tab.

o Under Incoming Server (POP3), the port number should be set to 110.
o Under Outgoing Server (SMTP), the port number should be set to 587.

Internet E-mail Settings
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Server Port Mumbers
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Cukgoing server (SMTF): ESST |

Server Timeouts
shork 7 Long 1 minute

Delivery

[JLeave a copy of messages on the server

8. Click OK
9. Click Next. Click Finish.



