Outlook 2007

1. In Microsoft Outlook select Tools and click on Account Settings.
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2. Select New.
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Account Settings [T — “

E-mail Accounts
You can add or remave an account. You can select an account and change its settings.
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%t Repair.., % Change... €% et as Default X Remove # &
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Selected e-mail account delivers new e-mail messages to the following location:

Change Fnldﬂ Personal Folders)\Inbox

in data file C:\Users\charle\AppDataLocal\Micrasoft\Outlook \Outlook. pst

3. Make sure Microsoft Exchange, POP3, IMAP or HTTP is selected and
click on Next.



Add Mew E-mail Account L] [

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAF, or HTTP

Connect to an e-mail account at your Internet service provider (I5P) or your
arganization’s Microsoft Exchange server.

() other
Connect to a server type shown below.
Dutlook Mobile Service (Text Messaging)

<gack || MNext> | | Cancel

4. Place a tick in the box next to Manually configure server settings or
additional server types and click on Next.



Add New E-mail Account L]

Auto Account Setup

Your Mame: |

Example; Barbara Sankovic

E-mail Address: |

Example: barbara@contoso, com

Password: |

Retype Password: i

Twpe the password your Internet service provider has given you,

Manually configure server settings or additional server types

[{Eadc |[Mext>][i:ancel

5. Select Internet E-mail and click on Next.




Add New E-mail Accoumt B = -

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAF, or HTTF server to send and receive e-mail messages,
(") Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail,
() Other
f Connect to a server type shown belaw.,
Cutlook Mobile Service (Text Messaging)

<Back || Next> | | Cancel

6. Enter the following information:

* Your Name: Enter your name the way you want it displayed.
* E-mail Address: Enter your SpinTel email address.

e Account Type: POP3

* Incoming mail server: pop3.spintel.net.au

* Outgoing mail server: smtp.spintel.net.au

» Username: First part of your SpinTel email address (If your address was
‘john.doe@spin.net.au’ you would only type ’john.doe’)



mailto:john.doe@spin.net.au

e Password: Your SpinTel email password

Add New E-mail Account » - P — ||

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

User Information Test Account Settings

Your Mame: | After filling out the information on this screen, we
recommend you test your account by dicking the

| button below. (Requires network connection]

E-mail Address:

Server Information

Account Type: !pgpg IE']

Incoming mail server: i

| Test Account Settings ... |

Outgoing mail server (SMTF): | |

Logon Information

User Mame: i |

Password: { |

Remember password

[ Require logon using Secure Password Authentication (SPA)

{Bada]lﬁext:»|[ﬂancel]

Click on More Settings, select Advanced, make sure Incoming server port
is set to 110 and Outgoing server port is set to 25, then click OK.



Internet E-mail Settings

u

General | Outgoing Server | Connection | Advanced

Server Port Mumbers

Incoming server (POP3): | ERLY | Usze Defaults |

|| This server requires an encrypted connection {S5L)
QOutgoing server (SMTP): 25

Use the following type of encrypted connection: |Nnne

|E||

Server Timeouts
Short ~  Long 1 minute

Delivery

| Leave a copy of messages on the server

| |Remove from server after | 1p 2| days

[ | rRemove from server when deleted from 'Deleted Items'

7. Click on Next.




Add New E-mail Account .

Internet E-mail Settings

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

User Information

Your Mame:
E-mail Address:

Server Information

Account Type: \POP3 |E|

Incoming mail server:
QOutgoing mail server (SMTP):
Logon Information
User Name:
Password:
F'.v..e.member password

["] Require logon 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 belaw. (Requires netwark connection)

[ Test Account Settings ... ]

[ More Settings ... ]

<ou [t |

8. Click on Finish.
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Congratulations!

fou have successfully entered all the information reguired to setup your
account.

To dose the wizard, didk Finish,

<Back || Finish
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