Outlook 2007 setup guide

1. Open Outlook 2007, Select the ‘Tools’ Menu, select ‘Account Settings’
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2. Under ‘Email’ Click on ‘New’

[ E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books
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Selected e-mail account delivers new e-mail messages to the following location:
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in data file C:\Users\,..\Outlook)
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3. Select ‘Microsoft Exchange, POP3 IMAP, or HTTP’ then click *‘Next’
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| Choose E-mail Service

(@ Microsoft Exchange, POP3, IMAP, or HTTP

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

() Other
Connect to a server type shown below.

Fax Mail Transport
Outlook Mobile Service (Text Messaging)

| <Back || Next> | | cancel

4. Fillin the details, select ‘Manually Configure Server Settings’ then click ‘Next’
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| Auto Account Setup

Your Name: |Jﬂhn Doe |

Example: Barbara Sankowvic

E-mail Address: |j0hndoe@in5pire.net.nz

Example: barbara@contoso, com

Password: | e |

Retype Password: |======== |

Type the password your Internet service provider has given yau,

Manually configure server settings or additional server types
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5. Select “Internet Email” then click ‘Next’
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| Choose E-mail Service

@ Internet E-mail
Connect to your POF, IMAP, or HTTP 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

Connect to a server type shown below,

Fax Mail Transport
Outlook Mobile Service (Text Messaging)

<Back || Next> | | cancel

6. Enterin the required details and click ‘Next’
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| Internet E-mail Settings
Each of these settings are required to get your e-mail account warking,

User Information Test Account Settings
Your Mame: |J0hn Doe | After filling out the information on this screen, we
recommend you test your account by diddng the
E-mail Address: |j0hndoe@inspire.net_nz | button below. (Requires network connection)
Server Information
| Test Account Settings ... |
Account Type: |pgp3 |E”
Incoming mail server: |p0|:|3.inspire.net.nz |

Outgoing mail server (SMTP): |srnt|:|.ir15pire.net.nz |

Logon Information
User Mame: |jr.:|hr1due |
Password: |  —— |
Remember password
Require logon using Secure Password Authentication (SPA)

<Back || mMext> | | cancel |

7. Click ‘Finish’




