Email Setup Guide

Setting up Outlook 2007

Open Outlook 2007.
Click on the “Tools” menu then “Account Settings...”

| Tools | Actions _Help

Send/Receive »

Instant Search » ‘
48 Address Book... Ctri+Shift+B ‘
%4 Organize

Rules and Alerts...

Mailbox Cleanup...

@

Empty "Deleted Items” Folder
Forms »

Macro »

|  Account Settings... IE I

Trust Center...
Customize...

Options...

When “Account Settings” has opened, select the “Email” tab and then click on the “New”
button.
Account Settings @

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

I E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

'ﬁNew...[\%"ﬁ‘é:wa:m i change... €9 SetasDefaut Y Remove € &

Name 4 Type
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In the window that opens, check “Microsoft Exchange, POP3, IMAP or HTTP” and click

“Next”.
Add New E-mail Account - . B —— =X

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.

) Other
Connect to a server type shown below.
Outlook Mobile Service (Text Messaging)

[ <Bak Next> | [ cancel |

Tick “Manually configure server settings or additional server types” then click “Next”.
Add New E-mail Account [X\

Auto Account Setup

Your Name: 1 ]

Example: Barbara Sankovic
E-mail Address: l |
Example: barbara@contoso.con
Password: L J
Retype Password: { ]
Type the password your Internet service provider has given you

I [VIManually configure server settings or additional server types I

< Back | Next > Cancel
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Select “Internet E-mail” then click “Next”.
Add New E-mail Account X

Choose E-mail Service

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

Microsoft Exchange
Connect to Microsoft Exchange for access ta your e-mail, calendar, contacts, Faxes and voice mail.

O other
Connect to a server type shown below.

[ <sak | Next>%1[ Cancel |

In the window that opens, enter the following settings:
1 Under “User Information”,
a Type your name into the “Your Name” box.
b Type your activ8 email address into the “E-mail Address” box.
2 Under “Server Settings”,
a Setthe “Account Type” to “POP”.
b Enter mail.activ8.net.au into the “Incoming mail server” and “Outgoing mail
server” boxes.
3 Under “Login Information”,
a Your username should already be filled in.
b Type in your password into the “Password” box and tick the “Remember
Password” box

Add New E-mail Account rgi

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

User Information Test Account Settings

Your Name: | John Smith After filing out the information on this screen, we

——— recommend you test your account by clicking the
E-mail Address: johnsmith@active net.au ‘ button below. (Requires network connection)

Server Information
R Test Account Settings ...
Account Type: |POP3 -

Incoming mail server: | mail.active.net.au

Outgoing mail server (SMTP): :W "
Logon Information
User Name: | iohnsmith

Remember password

[[JRequire logon using Secure Password Authentication (SPA) More Settings ...

s

[ < Back I[ Next > ]I[ Cancel ]
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On the next window that appears, click “Finish”.

Account Settings

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

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

X

O New... SRepair... I3 Change... (@ SetasDefaul X Remove # &

MName Type

| mail active.net.au POP3 (send From this account by default)

Selected e-mail account delivers new e-mail messages to the following location:
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