Outlook 2007 (MS Office)

The changes that need to be made in the email programs will be the following:
Incoming mail server: newmail.one-eleven.net
Outgoing mail server (SMTP): newmail.one-eleven.net

You will also need to put your complete e-mail address in the User Name field and check that
the outgoing server (SMTP) requires authentication. Use the same settings as your
incoming mail server

Outlook 2007 (MS Office)

YOU CAN USE THE FOLLOWING PROCEDURE TO CONFIGURE ANY VERSION OF OUTLOOK. THE 2007 SCREENS
ARE GRAPHICALLY DIFFERENT FROM PREVIOUS VERSIONS BUT THE REQUIRED INFORMATION IS THE SAME.
OLDER VERSIONS OF OUTLOOK WILL USE MULTIPLE SCREENS AND STEPS TO CAPTURE INFORMATION
CONTAINED IN STEP 5.

1. Open Outlook.
If there are no accounts currently configured in Outlook, the Wizard will launch.

Outlook 2007 Startup

Outlook 2007 Startup

Welconme to the Outhook, 2007 Startud Wizard, whedh wil guade you theough the
process of configueing Outiook 2007,

Click Next.

If you have another mail client on your computer, this window may open:



Outlook 2007 Startup x|

£-mail Upgrade Options

Outhock can import e-nal messages, address books, and settngs from the followng
progranms that were detected 00 your comguter,

Select the peogram that you mant Outlock to upgrade. I you 80 not wank Outiook to
upgrade arty of the followang programs, then select "0 not upgrade” and continus,

O Upgrade from
fourens £ ens i Wit
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This guide does not cover importing settings. Select Do not upgrade and click
Next.

Account Configuration |
-mall Accounts

You can configure Cuthook to connect 1o Intermet E-mad, Marosoft Exchangs, o
other £-mal sarver, Would you e to (onfigare an Caad account?

SYes

On

Select Yes and click Next.

Alternatively, you can open the Add Account Wizard by clicking the Tools menu and
select the Account Settings option. (Older versions: Accounts option.)



Tools | Adions _ Business Cantact Mar
Send/Recekve »
Instant Search »

4 Address Book.., Ctri+Shift«B

w4 Organize

21 Rules and Alerts...

Quyt of Office Assistant...

Mailbox Cleanup...

Empty "Deleted Items™ Folder
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Recover Deleted Items...

Forms »
Macro »
Account Settings...

Trust Center...

Customize...

QOptions...

The Account Settings window opens with the E-mail tab showing:

Acooint Settings

E-mail Accounts
You can add or remawe an sccount. You can select an sccount and changs ks sattings.

E-mal | Cata Files | RSS Feeds | SharePoint Lists | Internet Calendars | Publeshed Calendars | Address Bocks |

W Remove o &

Type
Exchangs (send from this account by default)

Click the New button. (Older versions: Mail tab and Add button. Select mail and skip
to Step 5.)

2. Click the Microsoft Exchange, POP3, IMAP, or HTTP option and click Next.



Add Mew E-mail Acoount E'

Choose E-mail Service

(=} Microsoft Exchange, POP3, IMAP, or HTTP
Connect bo an e-mal account at your Inbermst servica provider (15P) or your
organization’s Microsoft Exchangs sarver.

() Other
Confect bo & sarver bype shiown below,

[ mex» || cancel |

3. Click the Manually configure server setting or additional server types
checkbox and click Next.

Add Mew E-mail Account =]

Auto Account Setup

[#] Marusaly corfiqurs server settings or addbionsl server bypes

[:M]lm:a}][l:m:el]

Note This guide does not cover the Auto Account Setup function.
4. Click the Internet E-mail option and click Next.



Add Mew E-rail Account ®]

Choose E-mail Service

&) Intermet E-madl
Canfect b your POP, IMAP, o HTTP arver bo sand and recene a-mal mescages.

() Microsoft Exchange
Connect ko Microsoft Exchange For access bo your é-mal, calendar, contacts, Faxes and voice mail.

) Other
Connect bo a server bype shown below,

[ <ok || met> | | concal |

5. Provide the following information:

a. Type your name in the Your Name field. (This is the Display Name field in
older versions.)

b. Type the email address given to you by your provider in the E-mail Address
field.

c. From the Account Type dropdown, select POP3.

d. Type the address of the incoming mail server that your provider gave you in
the Incoming mail server field. (newmail.one-eleven.net)

e. Type the address of the outgoing mail server that your provider gave you in
the Outgoing mail server (SMTP) field. (newmail.one-eleven.net)

f. Type the user name given to you by your provider in the User Name field.
(Remember, this is your full email address.)

g. Type the password given to you by your provider in the Password field.

h. Click the Remember password checkbox to select this option.



Add New E-mail Account ﬁ_]

Internet E-mail Settings
Each of thase settings are required to Qet your e-mad account working.

User Information Test Account Settings

Your Name: John Smith ‘ After filling out the information on this screen, we
recommend you test your account by chcking the

E-mad Address: Hrh@pe avider . com button below, (Requires network connection)

Server Information
[ Test Account Settings ... J

Accourt Type: POP3 v

Incoming mall server: sl provider .com

Outgoing enad seever (SMTPY: s, provider,com

Logon Information

Usar Name: Fmh@provider .com

Password: PO

[V]Remamber password
[[]Require logon using Secure Password Authentication (SPA)

[ < Back ][ Naxt > ][ Cancel ]

6. Click the More Settings button.
The Internet E-mail Settings window opens.

7. Click the Outgoing Server tab.

8. Ensure the My outgoing server (SMTP) requires authentication checkbox is
selected. If not is not, click it.

9. Ensure the Use same settings as my incoming server is selected. If it is not,
click on it to select it.

10. Click OK.

11.Click Test Account Settings to validate the information you entered in this window.

Note If the test fails, double-check the information you input. If it is correct, try the test again. If an SMTP or outgoing
server error is returned, see Error! Reference source not found. . Otherwise, contact your provider for assistance.

12.Click Next.



13.Older versions only: select a connection method.

a. Connect using my phone line if you dial-up your provider.
b. Connect using my local area network (LAN) for all other methods.

14.Click Finish. You are returned to the Account Settings window.

Note If you have multiple accounts configured in Outlook 2007, you want to set this or another account as the default
account. Continue with the following steps to set a default account.

a. Click on the account you want to set as the default account.
b. Click the Set as Default button.
E-mail | pata Files | RSS Feeds | SharePoint Lists || Internet Calendars | Published Calendars | Address Books

o Mew... ‘3*Repair... U5 Change... @ SetasDefault X Remove

Marne Tvpe
jsmithi@provider, com POPSMTP (send From this account by defaulk)

15.Click Close.

SMTP

Simple Mail Transfer Protocol (SMTP) is the method used to send your email. If you
find you cannot send mail there are two things you can check:

e SMTP authentication

e SMTP ports

SMTP authentication

SMTP authentication simply means that your email client needs to pass your user
name and password to the mail server in order to send mail. (Your username is
your complete email address.)



