Quick Start Guide (c) HETZN ER

Outlook 2007: Guidelines for email account setup Trusted in Hosting

Website: http://office.microsoft.com/en-us/FX010857931033.aspx
License: Software to be purchased at Microsoft

Sample Configuration parameter:
User Information:

Your name: Name Surname
Email address: user@your-domain.com

Server Information:

Incoming (POP3) mail server: pop.your-domain.com (port 110)

Outgoing (SMTP) server: smtp.your-domain.com (port 587)

Username: user@your-domain.com

Password: mailbox password

(where ‘your-domain.com’ is the name of your registered domain with Hetzner)
Guidelines for new email account setup:

1. Launch Outlook 2007

2. Select ‘Tools’ from the top menu bar
3. Select ‘Accounts Settings’
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4. On the pop-up, click ‘New’ on the E-mail tab

Account Settings

E-mail Accounts
‘You can add or remove an account, You can select an account and change its sektings,

E-mal | Data Files | RSS Feeds.” SharePaint Lists.” Internet Calendars !iEb“Iished Calendars | Address Boaks |

@

Mame & Type
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Close

5. Ensure that the ‘Manually configure server settings or additional server types’ checkbox is selected and click ‘Next’

Add New E-mail Account

Auto Account Setup

Your Name: | |

E-mail Address: | |

Manually configure server settings or additional server types

< Back, Mext = %’ Cancel J
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6. Select ‘Internet E-mail’ and click ‘Next’

Add New E-mail Account

Choose E-mail service

{(3) Internet E-mail
Connect to vour POP, IMAF, ar HTTP server to send and receive e-mail messages,

(") Microsoft Exchange
Connect ko Microsoft Exchange For access bo wour e-mail, calendar, contacts, faxes and woice mail,

) Other

Connect to a server bype shown below,

[ < Back ” Next:bL\\\J[ Cancel

7. Enter all the relevant details (Select ‘POP3’ as the server type)

Add New E-mail Account

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

User Information Test Account Settings

Your Mame; After filling out the infarmation on this screen, we
recommend you test vour account by dlicking the

button below. (Requires netwark conneckion)

E-mail Address:

Seryer Information

[ Test Account Setkings ...

Account Type: | POPS v

Incoming mail server: [ |
1 1

Cukgoing mail server (SMTR): |

Logon Information

User Mame: | |

Password: | |

Remember passward

[]Require logon using Secure Passwaord Authentication (SPA) Mare Settings ... k

,_ < Back ” Mext = J,_ Cancel ]
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Select ‘More Settings’
9. On the pop-up, select the ‘Outgoing Server’ tab

10. Ensure that the ‘My outgoing server (SMTP) requires authentication’ checkbox is selected, as well as ‘Use same
settings as my incoming mail server’

Internet E-mail Settings &|

| Gereral | Folders | Outgaing Server | Comnection | Advanced |

Iy oubgoing serwver {3MTP) requires authentication
@ Lse same settings as my incoming mail server
("iLog on using

2 | |

Require Sec

11. Select the '‘Advanced' tab
12. Set the Outgoing Server (SMTP) port to 587
13. The Incoming Server (POP) port should be set to the default setting, 110

Internet E-mail Settings

| General | Dutgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3N | 110 | [ Use Defaults J

[ This server requires an encrypted connection (55L)
Cukgoing server (SMTP): !E|
Use the Following bype of encrypted connection: iNDne ¥
Server Timeouts - =

Short 77 Long 1 minute

Delivery — =

[ieave a copy of messages on the server

Remove From servet after | 1o days

S e e e R s e B e K e
Remove From seryver-when deleted from T weleted Ihems

oK J [ Cancel

14. Click 'OK' to save these settings
15. Click 'Next' and 'Finish’

16. Your Outlook mail program should now be set-up to send and receive mail

Note: If SMTP authentication is not catered for by your mail program, please use the SMTP server delegated by your
Internet Service Provider instead (smtp.your-isp.co.za).



