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Setting up an E-Mail account using Microsoft Outlook

NOTE: This guide has been designed using screenshots of Microsoft Outlook XP however; you should find that there are many
similarities if you are using different versions. In addition it is specifically aimed for the use of AwebZ clientele.

1. Locate Microsoft Outlook, select Too/s and then E-mail Accounts.
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Select Add a new e-mail account and 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

" Wiew or change existing e-mail accounts

Directory
" Add a new directory or address book

" Wiew or change existing directories or address books

| Mext » | Close




Select POP3 and Next.

E-mail Accounts

Server Type
‘fou can choose the bype of server vaur new e-mail acount will work with, g

" Microsoft Exchange Server
Connect ko an Exchange server to read e-mail, access public Folders, and
share documents,
+ POP3
Conneck ko a POP3 e-mail server ko download
wour e-mail,

" ™MaP

Connect ko an IMAP e-mail server ko download e-mail and synchronize
mnailbox folders,

" HTTP

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

" Additional Server Types
Connect ko another workgroup or 3rd-party mail server,
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E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working, ”
User Information Server Information
Yiour Mare: |J|:uhn Dioe Incoming mail server (POP3): |mai|.awebz.cnm
E-mail Address: |jnhn@awebz.ccum Oukgoing mail server (SMTP): |mai|.awebz.cnm|
Logon Information Test Settings
Lser Mama: - After filing out the information on this screen, we
|]Dhn@aweb2.com recommend you test your account by clicking the buttan
Password: |*************** below. (Requires network connection)
v Remember passward Test Account Settings ... |

[ Log on using Secure Password

Authentication {SPA) Mare Settings
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Complete the E-mail Accounts screen as follows:
User Information
Your Name: Enter the name that will be displayed when you send an email.

E-mail Address: Enter your e-mail address: AwebZ clients would have been provided this address.



B. Logon Information
User Name: Enter your e-mail address again.

Password: Enter the password provided to you by your e-mail provider (or AwebZ).
OR if you have changed your password, please enter your new one.

C. Server Information
Incoming Mail Server: AwebZ clients enter the following using your specific domain name:
mail.yourdomain.com (an example would be mail.awebz.com)
Outgoing Mail Server: AwebZ clients enter the following using your specific domain name:
mail.yourdomain.com (an example would be mail.awebz.com)

D. Select More Settings. (For clients receiving emails through an AwebZ hosted service)

Internet E-mail Settings

General  Outgaing Server Connectionlhdvanced]

[¥ My outgoing server (SMTF) requires authentication

% IUse same settings as my incoming mail server

" Log on using

-

-

" Log on ko incoming mail server before sending mail

ak | Cancel

E. Select the Outgoing Server tab
Check My outgoing server (SMTP) requires authentication.
Select Use same settings as my incoming mail server
Select OK

F. It is advisable to now select the Test Account Settings button (within the e-mail accounts screen).
This advised to ensure everything running correctly.

G. Select Next

This completes the process to set up your email account through Microsoft Outlook. Should you have any queries regarding the
setting up of your account, please do not hesitate to contact us.



