Microsoft Outlook Email Setup

The following setup instructions are for Microsoft® Outlook® 2002. Setup for previous
and future versions of Outlook should be similar.

Before starting:
1. Make sure your domain name loads. If it doesn't load your your email account
wont work.
2. Make sure you have setup your email accounts at yourdomain.com/cpanel.
We will have already done this for you if requested.
To set up Outlook for you’re new email account, follow these steps:

1. Open the application Microsoft Outlook

2. In the top menu bar, choose "Tools > Email Accounts" and the screen below will
appear.



E-mélil ficcounts

E-mail Accounts
¥au can change the e-mail accounts and directaries that Outloak uses,

E-mail

f* Add a new e-mail account

[ Yiew or change existing e-mail accounts

Directory

(" #dd a new directory or address book

(" Miew or change existing directaries or address books

| MHext > |

Cloze

3. Select "Add a new email account” and click the "Next =" button and the screen

below will appear.
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Server Type
You can choose the bype of server your new e-mail acount will waork, with,

(" Microsoft Exchange Server

Connect ko an Exchanage server to read e-mail, access public falders, and
share documents.

* POP3

Connect to a POP3 e-mail server ko download
wour e-mail,

" IMAP

Connect to an IMAP e-mail server to dovwnload e-mail and synchronize
rnailboy Folders.

[ HTTP

Connect ko an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox Folders,

(" Additional Server Types
Connect to another warkgroup ar Srd-party mail server,

¢ Back | et = |

3

Cancel




4. Choose "POP3" from the Server Type list and click the "Next >" button and the
screen below will appear.
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Internet E-mail Settings (POP3) @

Each aof these settings are required to get wour e-mail account waorking,

L

User Information Server Information

Your Mame: || Incoming mail server (POPI): |

E-mail Address: | Cukgoing mail server (SMTREY: |

Logon Information Tesk Settings

User s | after filling out the information an this SCYEEr, We
recommend you kesk vour account by clicking the button

Pazsward: | below, (Requires network connection)

v Remember password

| Log on using Secure Password
Authentication (SPA) |

¢ Back | Caricel |

5. Enter your account settings as shown below. Replace the items in this screen with
the information supplied in your setup email.

We recommend setting the Outgoing mail server (SMTP) to your Internet Service
Provider (ISP) server as discussed below.

Note: Many major ISP's are blocking outgoing emails. The reason they do this is to
prevent you from using their internet connection for spamming purposes. You will
still be able to send emails, but only by using your ISP'S outgoing mail server. Every
ISP's outgoing mail address is different, but for the most part they will be
mail.ISPname.com For example. If you had hosting with bigpond.com, their outgoing
mail server would look like this: mail.bigpond.com. If mail.ISPname.com does not
work and you are still unable to send emails, you will need to call your internet
service provider to find out what their outgoing mail server is.



E-niail ACcounts

Internet E-mail Settings (POP3)

User Information

Each of these settings are required ko get wour e-mail account working. @

Your Mame: your name

E-mail Address: |you@yourdomain. com

Logon Information

User Mame: lyou@yourdomnain. com

Passwiord; |**********

|v Remember passward

| Log on using Secure Password
Authentication {SPA)

Server Information

Incoming mail server (POP3): |mai|.y|:|urd|:|main.cl:|m
ukgaoing mail server (SMTR: |mai|.ISF'name.n:u:um
Test Settings

After filling out the infarmation an this screen, we
recommend ywou kesk your account by clicking the butkon
below, (Requires network connection)

Test Account Settings ...

Mare Settings ... |

< Back | MHeut > | Cancel |

6. If you want, you can click the "Test Account Settings..." button to verify your

connection and settings

7. Click the "Next =" button to continue
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Congratulations! @

¥ou hawve successfully entered all the information required to setup your account,

To close the wizard, click Finish,

| Finizh |

8. Click the "Finish" button

Outlook is now configured to retrieve and send your email.
To add additional email accounts follow the steps for each email account.

For Trouble shooting your email setup refer to our FAQ page at our web site
http://www.mgtek.com.au/fagq.htm or email us at info@mgtek.com.au
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