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Setting up email accounts in Outlook 2010

Go to File in the top menu.

Then click “Add account”
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@ Manage the size of your mailbox by emptying Deleted Items and
" archiving.
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Tools~
Rules and Alerts
é‘?@ Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules removed.
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Click on Manually configure then next button
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Auto Account Setup
Connect to other server types.,

() E-mail Account

‘four Mame: | |

Example; Ellen Adams

E-mail &ddress: | |

| Example: ellen@contoso, com

Fassword: | |

Fetvpe Passwaord: | |

Tvpe the passwaord wour Internet service provider has given wou,

() Text Messaging (SMS)

| Manually configure server settings or additional server types I
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Setting up email accounts in Outlook 2010

Click on Internet Email then next button

Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages,

() Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

(7) Text Messaging (SMS)

Connect to a mobile messaging service.
() Other

Connect to a server type shown below.
Fax Mail Transport

< Back l Next = I Cancel

We will provide you the details to complete this section. Once you’ve entered the details, click “more
setting” button.

)

Add New Account

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

User Information Test Account Settings
Your Mame: |\"our name {or business name}ll After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: |emai|@'ynurbusiness.com.au | below. {Requires network connection)
Server Information
| Test Account Settings ... |
Account Type: |pr3 |E"

| Test Account Settings by dicking the Mext button

Incoming mail server: |mai|.yourbusiness.com.au
Deliver new messages to:

Outgaing mail server (SMTP): |I.yourinterne'q:rovider.net.au |

(@ Mew Qutlook Data File

Logon Information () Existing Outlook Data File
User Name: |emai|@'ynurbusiness.com.au | | | Browse |
Password: | o] |

Remember password

| Require | ing 5 P d Authenticati SPA
equire logon using Secure Password Authentication (SPA)
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Setting up email accounts in Outlook 2010

If you’re using your internet provider for your outgoing server, then keep this screen clear and click on
the advanced tab.

Change Account y— ® » —
r
Frempes )
f i
Outgoing Server | Connection | Advanced

My outgoing server (SMTP) requires authentication
(@ Use same settings as my incoming mail server

Log on using

User Mame: |

Password: |

[7]remember password
[ ] Require Secure Password Authentication (SPA)

Log on to incoming mail server before sending mail

Tick to leave a copy on the server and adjust the number of days — no longer than 14 days to avoid
storage issues on the server, then click OK.

memetEmalSetngs L e
| zeneral I Outgoing Server I Connection | Advanced I—

Server Port Numbers

Incoming server (POP3): Use Defaults

This server reguires an encrypted connection (S5L)
COutgoing server (SMTP): 25

Use the following type of encrypted connection:

Server Timeouts

Shart ~J—  Long 1minute

/

rIZ-ZIeIi".-'vary.l
Leave a copy of messages on the server
Remove from server after 14 El days

Remove from server when deleted from 'Deleted Ttems'
S
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Setting up email accounts in Outlook 2010

Note: you can click on test account settings to check everything is running correctly.

It will then take you back to the details screen. Now click ok and you’re done.

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

User Information Test Account Settings

Your Name: |‘r’our name {or business name}| After filing out the information on this screen, we
recommend you test your account by didking the button
E-mail Address: |Emai|@ynurbusiness.ccm.au | below. (Requires network connection)

Server Information

Account Type: | FOP3 |Z||

Incoming mail server: |mai|.ynurbusiness.com.au |

| Test Account Settings ... |

Test Account Settings by dicking the Next button

Deliver new messages to:

Cutgeing mail server (SMTP): |I.yuurinterneh:lrnvider.net.au |

(@) Mew Cutlock Data File

Logon Information (7 Existing Qutlook Data File

User Mame: |emai|@yourbusiness.com.au | | | Browse

Password: | tttttttttttt‘ |

Remember password

- ) ) -
Require logon using Secure Password Authentication (SPA)
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