1. Open Microsoft Outlook

2. From the “Tools” menu select “Email Accounts”
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3. From the e-mall account setup screen select the “Add a new e-mail account” option and press the “Next” button.[image: image2.jpg]“This wizard will allow you to change the e-mail
‘accounts and directories that Outlook uses.

E-mail

© B3 e gl accour
€ Yewor change exising e-mal accounts

Directory

€ add anew drectory or adress book
€ View or change existing drectories or addfess books

Lo =





4. Select “POP3” from the server type list and press the “Next”
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5. Complete the internet-Email Setting (POP3) providing your account specific information as follows and select “Next”:
a. User Information

i. Your Name: - Provide your full name (i.e. Jon Doe)
ii. Email Address:  Provide your full email address (i.e. JonDoe@Domain.com)
b. Logon Information
i. User Name: Provide your full email address (i.e. JonDoe@Domain.com)

ii. Password – You assigned password 
c. Server Information

i. Incoming mail server (POP3) – The server name is mail.[Your Domain].com (i.e. mail.domain.com)
ii. Outgoing mail server (SMTP) - The server name is mail.[Your Domain].com (i.e. mail.domain.com)
6. Select the “Next” button
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7. Select “Finish” to complete the set-up of you email account.
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