How to set up Outlook

ASC

Step One:

In Outlook, click on Tools.

At the bottom of this list, you should
see Accounts, Account settings,
Email Accounts, or perhaps Services
. Click whichever you see.
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Step Two:

Put a dot (by clicking) next to “Add a
new e-mail address”. Click on the Next
button.

E-mail Accounts

E-mail Accounts
¥ou can change the e-mail accounts and directories that Outlook uses.

O

E-miail

' ;g Add a new e-mail account '

% iew or change existing e-mail accounts

Directory
" Add a new directary or address book

™ view or change existing directories or address bocks

.
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Step Three:

Click on POP3, then Next. S —— il

Server Type
You can choose the type of sarver your nevw e-mal scount vll veark with, #

" Microsoft Exchange Server
Confct bo ah Exchangs server bo resd a-mad, sooess publc Fobders, and

" POP3
Connect to & POP3 e-mal server to download

O IMAP
Corfesct bo an IMAP e-mal server bo download e-maid and synchronize
ezl Fodders,

" HTTP
Connect to an HTTP e-mall server such a5 Hotmal to download e-mad and
synchronize maibax Folders,

" hdditional Server Types
Corgesct bo ancther workgroup or Snd-party mal cerver,

[ <ok [ tec: J cance |

Step Four:

Enter in your information. E-mail Accounts i3]

1. Start with your full name and email Internet E-mail Settings (POP3)
dd ress Each of these settings are required to get your e-mail account working. -
a :
2. Use mail.YOUR-DOMAIN-NAME.com | tserinformation () S
Your Name: Firsk Last Incoming mall server (POP3):  [rnail ascwebservices. com
for POP & SMTP servers. (Use your e L R e o s
own domain name. Change “.com” to o
. . Logon Information Test Settings
.0rg", etc. if appropriate.) b e et
3. Enter your full email address for the Password:  [esesewes]  below. (Requires network connection)
username, and then enter your (O ek paseverd Lo e |
[ Log on using Secure Password
password. At e 6 X
4. Be sure to check the “remember
” < Back Neut > Cancel |
password” box.

5. Click the More Settings button to
continue.
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Step Five:

1. On the General tab, enter a friendly
name for the description. Your email
address is a good choice.

2. Then click on the Outgoing Server
tab.

Internet E-mail Snttirg

Mall Account
Type the name by which you would ke to refer bo this

OFK. Cancel
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Step Six:

On the Outgoing Server tab,

1. Place a check in the box next to “My
outgoing server (SMTP) requires
authentication”.

2. Click on the dot next to “Use same
settings as my incoming mail server”.
3. Then click on the Advanced tab.

Internet E-mail 5ettings

™ Log on bo incoming mall server before sending mad

ok, l.'.m:d[
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Step Seven:

Change the outgoing SMTP port
number from its default of 25, to 587.
Then click OK.

Internet E-mail Settings
Genesal | Outgong Server | Connection  Advanced |

Server Port Numbers

[ This server requires a seoure connmction (550)

Server Tirmsouts

Shott = Long I minute

Delivery

[T Leave a copy of messages on the server
I [10 =]
r

| ok [} coxe |

Click Next, then Finish. Congratulations! You're all done!
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