Instructions for setting up OUTLOOK email

- Open Outlook
- Tools = Email Accounts

The following screen will appear. Select “Add a new e-mail account” and then click “Next”

E-mail Accounts,

E-mail Accounts
‘ou can change the e-mail accounts and directories that Outlook uses, :

E-mail

& add a new e-mail account

* View or change existing e-mail accounts

Directory
" add a new directory or address book

 View or change existing directories or address books

Bach I Mext » | Close

The following screen will appear. Select “POP3” and then click “Next”

Server Type ﬁ
Y¥ou can choose the type of server your new e-mail acount will work with, P

" Microsoft Exchange Server
Connect ko an Exchange server bo read e-mail, access public Falders, and
share docurnents,

* poP3

Connect ko a POP3 e-mail server to download
wour e-mail.

" IMaP

Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbio: folders,

" HTTP

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders,

" Additional Server Types
Connect ko another workgroup or Srd-party mail server.

< Back T Cancel
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L-Mall ALcounis

Internet E-mail Settings {POP3)

Each of these settings are required to get vour e-mail account working. @

User Information

‘four Mame: 30hin Srrith

E-mail Address: ismith@yourdomain.com

Logon Information

User Marne: ]jsmith@yuurdnmain.mm

Passwiard; I********

v Remember password

[ Log an using Secure Password
Authenticakion (SPA)

Server Information

Incorning mail server (POP3): ]maul.‘gramdomain.n:nm

Cutgoing mail server (SMTP): ] mail yourdomain com

Test Settings

After Filling out the information on this screen, we
recommend you kest wour account by clicking the butkon
below, {Reguires network connection)

Test Account Settings ...

More Setkings ... ‘

< Back et » Cancel ‘

Fill in all the boxes as they appear above, substituting Your Name (upper and lower case and spaces are
all allowed), E-mail Address, User Name (same as email address), and Password.

Change the Incoming mail server (POP3) and Outgoing mail server (SMTP) to be
mail.yourdomainname.com. However, do not include “www”.

Important: E-mail Address, User Name, and Password must all be in lower case! User Name and E-mail

address will have the same value.

DO NOT CLICK “NEXT”...there are more steps to follow! Click on “More Settings”.

Sound Strategies, Inc. 55 Highland Avenue, Port Washington, NY 11050
Andy LoCascio — Phone: (516) 978-1634 — AndyL@Soundst.com — Fax: (516) 883-3294




The following screen will appear. Select the “General” tab and type in your company name in upper and
lower case (embedded blanks are allowed). DO NOT CLICK “OK”...there are more steps to follow!

General ] Outgaing Server | Connection Advanced]

Mail Account
Type the name by which you would like to refer to this

account, For example: "Work! or "Microsoft Mail Server”
>1Y0ur Compnay MName

Other User Information

2rganization: ]

Reply E-mail: |

ok ‘ Cancel

Select to the “Outgoing Server” tab and the following screen will appear. “My outgoing server (SMTP)
requires authentication” must be checked. “Use same settings as my incoming mail server” must be
selected. DO NOT CLICK “OK”...there are more steps to follow!

Internet E-mag¥:ttings

I\, General  Outgaing Server ] Eonnection] Advanced]

> ¥ My outgoing server (SMTP) requires authentication

I/ * |se same settings as my incaming mail server

" Log on using

1
|
|5 Logon vsing Sectre Passwiond Suthentication

(™ Log on ta incoming mail server before sending mai

ok | Cancel
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Select to the “Connection” tab and the following screen will appear. “Connect using my local area
network (LAN)” must be checked. DO NOT CLICK “OK”...there are more steps to follow!

Connection

(*" Connect using my local area nebwork (LAN)
[~ Comnect via modern when Outlook is offline

™ Connect using my phone line
" Connect using Internet Explarer's or a 3rd party disler

Maoderm

.._Vj

QK ‘ Cancel I

Select to the “Advanced” tab and the following screen will appear. The “Incoming server (POP3) must be
setto 110. The “Outgoing server (SMTP) must be set to 26. Click “OK”

Internet £-mail Settings

General] Outgaing Serveri Cornection  Advanced ]

Server Port Numbers —

Incaorning server (POP3): 110 Use Defaults

[ This server requires an 55L-secured connection (S50
Qutgoing server (SMTF: ]26_
[ This server requires an 55L-secured connection (S50
Server Timeouts —
Short = F———— Long 1 minute
Delivery

[~ Leave a copy of messages on the server
[
|

Ok Cancel
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E-mail Accounts

Internet E-mail Settings (POP3)

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

User Information

Your Name: i]ghn Sriikh

E-mail Address: ;jsmith@vourdomain.cum

Logon Information

User Mame: ijsmith@vourdomain.cu:um

Password: I********

¥ Remember password

|7 Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POP3): !'}fourdgmainlcﬂm

Qukgoing mail server (SMTR): !';.r'l:uurdl:umain.cl:um

Test Settings

After filling out the information on this screen, we
recammend you test your account by clicking the button
below, (Requires network conneckion)

Test Account Settings ... I

Maore Setkings ... I

¢ Back I Mest » | Cahcel I

The following screen will appear

. Click “Finish” and you are done!

E-mail Accounts

Congratulations!

‘You have successfully entered all the information required to setup your account,

To close the wizard, click Finish,

< Back Finizh

Sound Strategies, Inc. 55 Highland Avenue, Port Washington, NY 11050
Andy LoCascio — Phone: (516) 978-1634 — AndyL@Soundst.com — Fax: (516) 883-3294




