Outlook 2010 Email Setup Guide

Shown below is a step-by-step guide on how to setup a Outlook 2010 email account to work with White

Dog Green Frog’s email service:

If you want to see how to edit an existing account’s settings, go to Page 6

Setting up a new account:
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This is an e-mail message sent automatically by

Microsoft Outlook while testing the settings for

wour account.
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Then click Add Account

Account Settings

Modify settings for this account and configure
additional cennections.

Mailbox Cleanup

Manage the size of your mailbox by emptying
Deleted Items and archiving.

Rules and Alerts

Use Rules and Alerts to help organize your
incoming e-mail messages, and receive updates
when items are added, changed, or removed.
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Add New Account - w

Auto Account Setup
Click Mext to connect to the mail server and automatically comfigure your account settings.

@ E-mail Account

Click this

Your Mame: User

Example: Ellen Adams

E-mail Address: user @example.com

Example: ellen@contoso.com Then click Next >

Password: -

| Retype Password: | ===

Typethe password your Internet service provider has given you,

i anually configure server settings or additional server types
|
<Back || Next> | [ cancel |
|
-
Ll = "y
Add New Account w
Choose Service
Make sure this option is
checked, if not, check it
@ Internet E-mail )
Connect to POP or IMAP server to send and receive e-mail messages.
| (”) Microsoft Exchange or compatible service Then click next
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages
(") Text Messaging (SMS)
Connect to a mobile messaging service.
i) Dther
Connect to a server type shown below.
Fax Mail Transport
|
"
f
<Back || mext> | [ cancel
|
b -
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Add New Account This can be anything you want; it m
Internet E-mail Settings does not affect your email.
Each of these settings are required to get your =
These are both your full email address
User Information 1 (e.g. test@yourdomainname.com.au)
[‘r‘uur Mame: User ] After filing out the information on this screen, we
recommend you test your account by dicking the button
[E—mail Address: user @example.com i nnection)
Server Information Make this POP3
[ Account Type: POP3
- - [F] Tact Arrmint Cattinne b cliclinn Hhe Baet b ddee
Incoming mail server: < Ask your ISP >

Make both you incoming and outgoing mail

E ey e Sexves EIMEL N < Ack your I > server: mail.yourdomainname.com.au

Loty I o () Existing Outlook Data File
[User Mame: e } EI'E-ﬁE/
i | Password: —— ]

V| Remember passAmrd—

This is the password for your email

|:|F‘.equire logon using Secy []
' account (not your cpanel password). Hose SELGE
i
If you have forgotten your password,
. . | <Back || mext> | | cancel |
t you can change it by accessing your 7
cpanel account, and going to the / i

Email Accounts section. Then click More Settings

Internet E-mail Settings ﬁ

General || COutgoing Server I Connection | Advanced

Mail Account

Type the name by which you want to refer to this account. For
example: "Work”™ or "Migrosoft Mail Server”™

user@example, com
Other User Information
Qrganization:

Reply E-mail: L

Click Outgoing Server

&
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Internet E-mail Settings u

General | Outgoing Server |Eornection lAduam:edH\

[ [T My outgoing server (SMTF) requires authentication

[-:':_J:- Ise same settings as my incoming mail server]

Log on using
| User Marne: Make sure this option is
Password: checked, if not, check it
Remembégr passward

Require Secure Passfvord Authentication (SPA) |

Then check Use same settings as my incoming mail server

| Then click Advanced

" '\
Internet E-mail Settings ﬁ

| General | Qutgoing Server | Connection | Advanced |

1
Make sure Incoming Server
[ Incoming server (POP3): efaults (POP3) is set to 110

Server Port Mumbers

[| This server requires an encrypted connection (55L)

[ Outgoing server (SMTF): 25

—
Make sure Outgoing Server

LUse the following type of encrypted connécs

Server Timeouts X
_ (SMPT) is set to 26
Shart Long 1 minute
Delivery

Leave a copy of messages on the server
Remove from server after 14 ~| days

|
/‘/ [ | Remove from server when deleted from 'Deleted Items'

If you want mail to be removed from the server once
it has downloaded to your computer, uncheck this.

(Helps stop you reaching your Disk Quota for your ] )
. . , | 1 Then click OK
hosting, but it means you won’t have a backup of

emails on the server) [
Cancel

If not, leave this checked.

=

&
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Add New Account - u
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: |User [ After filing out the information on this screen, we
: : recommend you test your account by dicking the button
| E-mail Address: |user @example. com | below. (Requires network connection)
§ T e e T,
| Server Information
: \ [ [TestAx:countSetﬁr‘lgs... ] ]
Account Type: \POP3 =]
| Incoming mail server: e Fr—— Account Settings by dicking the Mext button
1 . . Deliver new messages to:
| outgein{ Then click Test Account Settings ...
i (@ Mew Outlook Data File
Logon J=£ = i .
| () Existing Outlook Data File
T If all steps have been followed = i :
. | | Brow:
correctly, this should go through ' bl
| Passwor
successfully.
If not, it could be a different issue. ;
| [ Requ Then click Next
Check our email setup guide section for
i FAQ about email issues.
, _ <Back || mNext> | [ cancel |
i If you still are having trouble, contact ]
i support on 1300 760 850 ’
L T— — - = I
Add New Account e o
|
(Cnngratulatinns!
¥ou have successfully entered all the information reguired to setup your account.
| i To dose the wizard, dick Fimish,
i
i
| If you need to create another email account, click Add another Account
i 4|
| : If not, click Finish
i [
|
[[ Add another account... ]]
| As it says above...
Congratulations!
| — You have successfully entered all the information P
| required to setup you account. < Back ||[ Finish ]]

&
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Editing an existing account:

@ - ple.col ic E@M
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Then select the email address that you are setting up

Home Send / Receive Folder View Add-Ins

=

& save .

& Account Information :

Hg Save

user@example.com (POP3) s =
Info 7 pop/sMTP 5
g Add Account =
Open —
print Account Settings Click on Account Settings
=
@l Modi Tgs tor this account and cenfigure
Help o additional connections.
Account

|z] Options Settings -

5 et S i Then on the drop down
Add and remove accounts or change .
existing connection settings. menu, Account Sett’ngs

|_—\=§ Manage the size of your mailbox by emptying
Deleted Items and archiving.
Cleanup
Tools~
Rules and Alerts
% Use Rules and Alerts to help organize your
- incoming e-mail messages, and receive updates
Manage Rules when items are added, changed, or removed.
& Alerts

-t
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W HMETWORKOYERLORD.COM 2 e

Select the email address that you are setting up
[t .
I Outlook Dat E-mail unts - =
You add or remove an account, You can selel And then click Change jm> =
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Add New Account

Internet E-mail Settings
Each of these settings are required to get your

This can be anything you want; it
does not affect your email.

S

=

User Information

[ Your Mame:

|User

T

[E—rnail Address:

|user@example,com

server Information

[ Account Type:

POP3

[=]

Incoming mail server:

Outgoing mail server (SMTF):

< Ask your ISP =

< Ask your ISP =

These are both your full email address
(e.g. test@yourdomainname.com.au)

After filling out the information on this screen, we
recommend you test your account by dicking the button
i connection)

Make this POP3

H Tact Arrmint Cottimme b Sliclimn Hua Bt b e

Make both you incoming and outgoing mail

server: mail.yourdomainname.com.au

Bl'nﬁ/

(7 Existing Outlook Data File

|  Logon Information
[ User Mame: s }
N [ Password: rer ]

=51 1 1

password).

If you have forgotten your password, you can change it by

This is the password for your email account (not your cpanel

accessing your cpanel account, and going to the Email

Accounts section.

[]

Then click More Settings

<o ]

)
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Internet E-mail Settings M

—————— e —

General | Qutgeing Server || Connection | Advanced

Mail Account

Type the name by which|you want to refer to this account. For
example: "Work”™ or "Mictosoft Mail Server”™

||m'ﬁ::mt.u- |
Other User Information

Qrganization: | |

Reply E-mail: | | |

Click Outgoing Server

L B
Internet E-mail Settings u

————— —

General | Outgoing Server |le1edim Hﬂdvancedj\

[|:| My outgoing server (SMTF) requires authentication Y
[{9} Ise same settings as my incoming mail server ]
Log on using
| User Hame: | , Make sure this option is
Password; | / checked, if not, check it
Remembef passward
Require Secure F‘ass/Zfd Authentication (SPA) N

Then check Use same settings as my incoming mail server

i Then click Advanced
|
|

i
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Internet E-mail Settings

==

| General | Qutgoing Server | Connection | Advanced |

Server Port Mumbers

]
Make sure Incoming Server

[ Incoming server (POP3):

[] This server requires an encrypted connection (S5L)

(Dutguing server (SMTF): 25

Use the following type of encrypted connetteq; |Mone —
Make sure Outgoing Server
Server Timeouts .
(SMPT) is set to 26
Short Long 1 minute
Delivery

se Defaults (POP3) is set to 110

Leave a copy of messages on the server

Remove from server after

[ Remove from server when deleted from 'Deleted ITtems'

14 | days

If you want mail to be removed from the server once
it has downloaded to your computer, uncheck this.
(Helps stop you reaching your Disk Quota for your
hosting, but it means you won’t have a backup of
emails on the server)

If not, leave this checked.

1{ Then click OK

o f s

i

Add New Account

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

User Information

Your Mame: User

E-mail Address: user@example. com

server Information

Account Type: POP3 IZ‘

Incoming mail server: < Ask your ISP =

Outgoin

Then click Test Account Settings ...

£ i

Logon

User Ma

i  Passwor

[[rRequ

If all steps have been followed
correctly, this should go through
successfully.

If not, it could be a different issue.

Check our email setup guide section for
FAQ about email issues.

If you still are having trouble, contact
support on 1300 760 850

Test Account Settings

After filling out the information on this screen, we
recommend you test your account by dicking the button
below. (Requires network connection)

[ [ Test Account Settings ... ] ]

Account Settings by dicking the Mext button

Deliver new messages to:

(@ Mew Outlock Data File
() Existing Outlook Data File

Then click Next

< Back [Next>‘[Cancd]
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Add New Account . ! ! . m“

"-4-—..__ i, i—

(Cnngratulaﬁnns!

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

To dose the wizard, dick Fimish,

If you need to create another email account, click Add another Account

If not, click Finish

As it says above...
Congratulations!

You have successfully entered all the information

required to setup you account. <Back ||{ Finish |

T
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