Mail setup in Outlook 2007

Please note: other versions of Outlook are similar.

The information is the same however Outlook prompts for the details in a different order.

Setting up a new email account

Go to Tools - Account Settings - click New to set up a new email account in Outlook.
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Leave Microsoft Exchange, POP3, IMAP, or HTTP ticked and click Next (you are setting your
email up as a POP3 account).



Add New E-mail Account X

Choose E-mail Service

(%) Microsoft Exchange, POP3, IMAF, or HTTP

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

() Other
Connect to a server type shown below.
Outlook Mobile Service (Text Messaging)

[ mext> ][ cancel |

Enter Your Name, the Email Address that you are setting up, and the Password (twice).

Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings,

Your Name: |Mail Setup |

Example: Barbara Sankovic

E-mail Address: |mailsemp@whihedoggreenﬁog .com |

Example: barbara@contoso.com

Password: | e |

Retype Password: |ttttttt |

Type the password your Internet service provider has given you,

<Back || mext> | | cancel |




Select the “Manually configure server settings or additional server types.” This will allow us to
add specific information into Outlook.

Add New E-mail Account

Auto Account Setup

Your Name: Mail Setup |
Example; Barbara Sankovic

E-miail Address: |mailse tup@whitedoggreenfrog.com |
Example: barbara@contoso, com

Password: JS— |

[ES— |

Retype Password:

Type the password wour Internet service provider has given you,

[#]Manually configure server settings or additional server types:

[ sgack L pext= ] [ cancel |

Click Next.

X

Add New E-mail Account

Choose E-mail Service

(%) Internet E-mail

Connect to your POF, IMAR, or HTTF server to send and receive e-mail messages.
O Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
() other

Connect to a server type shown below,
COutlook Mobile Service (Text Messaging)

[ <gack || mext> | [ cancel

Leave Internet E-mail selected and click Next.



Some of the information is already filled in for you.

Ensure the Account Type is POP3.

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

User Information Test Account Settings
Your Name: Mail Setup After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: mailsetup @whitedogareenfroc button below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: POP3 [v]
Incoming mail server: mail whitedoggreenfrog.com

DOutgoing mail server (SMTP): mail.whitedogareenfrog. com
Logon Information
User Name: tup@whitedogareenfrog.com

Password: ExEEEEs

Remember password

[Jrequire logon using Secure Password Authentication (SPA) More Settings ...

[ < Badk ][ Mext = l[ Cancel l

Incoming and Outgoing mail servers are the same: mail.yourdomain.com

For example, for the domain whitedoggreenfrog.com, both the incoming and outgoing mail
servers are: mail. whitedoggreenfrog.com

Under Logon Information be sure to enter your full email address as the username and the
password.

This is important! If you do not enter your full email address, your email set-up will fail.

Many people miss this step.

So again, be sure to enter your full email address eg: mailsetup@whitedoggreenfrog.com

Click “More Settings.”



Select the Qutgoing Server tab.
Tick “My outgoing server (SMTP) requires authentication”.
Leave the setting “Use same settings as my incoming mail server” selected.

Internet E-mail Settings z

General | Outgoing Server |Connecﬁon || Advanced |

My outgoing server (SMTF) requires authentication
@ Use same settings as my incoming mail server
(:) Log on using

User Mame: | |

Passwaord: | |

) Log on to jncoming mail server before sending mail




Click on the Advanced tab.

Change the “Outgoing server (SMTP)” port number from 25 to 26.

Leave all of the other default values as is.

Internet E-mail Settings

| General || Outgaing Server || Connection | Advanced

Server Port Numbers

Incoming server (POP3): | 110 | l Ise Defaults ]

[ This server requires an encrypted connection (SSL)

Qutgoing server (SMTP): IE'

Use the following type of engrypted connection;  |Maone M
Server Timeouts
Short "7 Long 1minute
Delivery

[ILeave a copy of messages on the server

Remove from server after I:I days
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i
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Click OK.

Click Test Account Settings.

| Test Account Settings

Congratulations! All tests completed successfully. Click Clase to continue.
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Tasks | Errors |

Tasks Status
\/Lng onta incoming mail server (POP3) Completed
" Send test e-mail message Completed

Click Close.
Click Next.

Click Finish.



Testing the newly created account

Send an email to the new account and click on the Send/Receive icon. The new message should
download into Outlook.

.'/E-'-: H9 U a+v - Outlook 2007 - mailbox setup test - Message (HTML)
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From: Haleemon Woodard [haleemon@whitedoggreenfrog.com] on behalf of "White Dog Green Frog' [support@whitedoggreenfrog,com]
To: mailsetup @whitedoggreenfrog. com
Cc
Subject: Dutlook 2007 - mailbox setup test

Testing the mailbox setup to ensure that the email account has been setup correctly in Outlook 2007 and the test message has been received.

Do you know anybody that needs help creating a website?

Haleermon V
Technical Support, White Dog Green Frog
Sales & Support: 1300 760 850

Sim -

Voila! The new email account has now been successfully configured.



