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This document provides step-by-step instructions on
how to set up your email account within Microsoft Outlook.
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1) If you haven’t set up an email account yet with Outlook, it will bring up the E-mail
Accounts screen upon opening. Otherwise go to Tools—Email Accounts. Select “Add a
new e-mail account” and click “Next”.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() view or change exisking e-mail accounts

Directory

() add a new direckory or address book
() Yiew or change existing directories or address books

Mext = ] [ Close

2) Select “POP3” and click “Next”.

X

E-mail Accounts

Server Type
¥aou can choose the type of server your new e-mail accaunt will wark with,

(") Microsoft Exchange Server
Connect ko an Exchange server ko read e-mail, access public Folders, and share
(O} 1
Connect ko a POP3 e-mail server to download your e-mail,
) IMAP

Conneck to an IMAP e-mail server bo download e-mail and svnchronize mailbox:
Folders.

(JHTTP

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchranize mailbox Folders.

() Additional Server Types
Conneck bo another workgroup or 3rd-party mail server,
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3) Type your full name in the “Your Name” field. Type your email address into the “E-
mail Address” field.

The values for “Incoming mail server”, “User Name”, and “Password” will be given to
you by ArrowQuick Solutions. Your user name will be your entire email address.

The “Outgoing mail server” is based on your Internet service provider (ISP). Please
check with the company that provides your Internet service for the information to use in
this field.

You may click the “Test Account Settings” button to check if the information was
entered correctly. When finished, click “Next”.

E-mail Accounts E

Internet E-mail Settings {(POP3)
Each of these settings are required to get vour e-mail account working,

User Information server Information

Your Marme: John Doe Incoming mail server (POP3): | mail.example.com

E-mail Address: | e ample@example.com Qutgoing mail server (SMTPY | mail, example. com

Logon Information Test Settings

User Marme: example@example. com After filling out the information on this screen, we
recommend yau best vour account by clicking the

Password: skt butkon below, (Requires netwark connection)

Remember passward
Test Account Setkings ... ]

|:| Log on using Secure Passward
Authentication {5Pa&)

[ Mare Settings ...
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4) Retrieve your messages by clicking the Send/Receive button.

Inbox - Microsoft Outlook
: File Edit Wew Go Tools  Ackions  Help
|—j Send/Receive -

Subijec!

Pdbew v | =4 0 X | uReply dReply to Al ) Forward

Favatite Folders

=] Date: Today

L | Inbox
_ Lhread Mai

4

Copyright © 2007 ArrowQuick Solutions, L.L.C. (www.arrowquick.com)



