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OUTLOOK MAIL

1. Click on Account Settings. Depending on which version of outlook you have, this may be under
TOOLS from the horizontal toolbar(Outlook 2003), or under the Orange File Button (2010) or
Blue File Button (2013). See below :

f“},',”k 2010 Outlook 2003
W Home Send / Receive Fc

! Fle Edt Vew Go | Tools | Actons Help

) a T} Ignore :aiNew - 4 (3 X | sendReceive >
h Clean Up - P ————— ;';‘*’ =
New New New 3 s
E-mail Items~  Meeting & Junk ~ Eavorite Fold 1) AddressBook... Ctri+Shift+8
New TeamViewer Delete . > .
[ ) Inbox (314) | Organize

LY Unread Mail (319) | 54 Rules and Alerts...
LY For Follow Up [12]

outIOOk 2013 =3 sent Items Mailbox Cleanup...

All Mad Folders 5] Empty Deleted Items” Foider
B S - .
= 3 €4 personal Folders Eorms 4
. 5] Deleted Items

FILE HOME SEND / RECEIVE FOLL (3} Drafts (5] Macro >

E x 2 Reply = L} Inbox (314) Speech
Ee = ed E-mai Accounts...
2 Reply All 3 stesh et *

New New b Delete ] =i na—— | [
Email Items~ &©7 3 Forward
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2.

From the Account Setting window, click NEW

-

Account Settings — — —

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

E-miail | Data Files | R55 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books

MNew... FRepar.. '3 Change... @ SetasDefaull X Remove # &

MName Type
@ support@hosting-australia. com POR SMTP

Selected account delivers new messages to the following location:

Outook\taber

in data file C:\Users\Documents\Cutlook Files\Outlook pst

3.

Add Mew Accaunt Foum @

Click on EMAIL ACCOUNT, and click NEXT
- i

—_ =

Choose Service

# E-mail Account
Connect to an e-mal account provided by your Internet service provider (158 or
your organization.
() Text Messaging (SMS)
Connect to a mobile messaging service,
| Other
Connect to a server type shown below,
Fao Mal Transport

< Back MNext = | m

['i
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4. Click on MANUALLY CONFIGURE SERVER SETTINGS and click NEXT

Add New Account . W

L

|

Auto Account Setup
Connect to other server types,

' E-mail Account

' Text Messaging (SMS)

(=%
»
3

@ Manually configure server settings or additional server types

<Back || new> || concd |

i

5. Click INTERNET E-MAIL and click NEXT

Add New Account’. TR

L

| chooseservie

2 Internet E-mail

Connect to POP or IMAP server to send and receie e-mal messages.

) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SMS)

Connect to & moble messaging senvice.

Connect to a server type shown below.

Fax Mai Transport

[<M][M¢:u][w]
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6.

Enter you details in the boxes as specified by Daylesford Web Hosting support, see step 6.1, below if you
aren’t sure of these settings. Then click MORE SETTINGS

-
Add New Account

- * -

s

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

User Information
Your Name:

E-mai Address:
Server Information
Account Type:
Incoming mai server:

YOUR NAME
myemai example.com

poP3 B

mai.exampie.com

Qutgoing mad server (SMTP): | mai example.com

Logon Information
User Name:

Password:

myemal @example.com
|
V| Remember password

[ Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by cicking the button
below. (Requires network connection)

| Test Account settings ... |

V| Test Account Settings by cicking the Next button
Deliver new messages to:

©) New Outiook Data File
Existing Outhook Data File

More Settings ...

[ <pek [ mext> ] [ concel |

6.1. If you aren’t sure of your settings in step 6, they will be as follows. NOTE please replace your email

address and domain name as required.

° EMAIL ADDRESS — your full email address, i.e. me@acmeproducts.com.au

° ACCOUNT TYPE - generally this will be pop3, however, Daylesford Web Hosting servers do
support IMAP.

° INCOMING & OUTGOING SERVER — this will be mail.[MYDOMAIN], where [mydomain] will
equal the name of your email domain, aka whatever follows the @ symbol in your email

address. For example, if your email address is me@acmeproduts.com.au, your incoming and

outgoing server will be the highlighted section, i.e. mail.acmeproducts.com.au
. USERNAME - This will be your full email address.
. PASSWORD - This will be your password, as configured when creating your email address, or as

supplied by Daylesford Web Hosting tech support.
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mailto:me@acmeproducts.com.au

7. Click on the OUTGOING SERVER tab, and click MY OUTGOING SERVER REQUIRES AUTHENTICATION.
Ensure the following option below is selected.

-
Internet E-mail Settings g

= —

Dutgaing Server [ER—

J| My outooing server (SMTP) requires authentication!

(@ Lse same settings as my incoming mail server

() Log on using
User Mame: [l
i Password: .
] Remember password i
i Reqguire Secure Password Authentication (SPA)
[ (7 Log on to incoming mail server before sending mai

[ oK, J [ Cance
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8. Click ADVANCED and change the outgoing port to 26. Click OK, and click NEXT.

S|

r

Internet E-mail Settings

| General | Cutgoing Server | Connection | Advanced

Server Port Numbers

Incoming server (POP3): IUze Defaults

[| Thiz server requires an encrypted connection {S5L)
Outgoing server (SMTP): 25

Use the following type of encrypted connection: | Mone E|
Server Timeouts
Short  —J Long 1 minute
Delivery

Leave & copy of messages on the server
Remaove from server after 14 |2| days

[T remove from server when deleted from ‘Deleted Items'

o) [Conat ]

Congratulations, your email account is now setup!

NOTE - If you require assistance with this, Daylesford Web Hosting can use Remote

Desktop access to set your account up, but charges may apply.
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