Setting up an Outlook 2007 email account for the first time.

1. Open Microsoft Outlook 2007.
2. Click the Next button.

[ Outiosk 2007 Startup ==

Outlook 2007 Startup

Welcome to the Outiook 2007 Startup VWizard, which wil guide you trough the
orocess of canfiguring Cutlak 2007,
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If the Email Upgrade Options screen displays, proceed to step 3. If it does not,
proceed to step 5.
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Click the radio button next to Do not upgrade.
4. Click the Next button.

[‘Outiook 2007 Startup |
E-mail Upgrade Options

Ouitiaai: can import e-mail messages, Address baoks, and settings from the falowing
arograms that were debected on your computer,

szle-' m::r:;amlhnt\: want Quiiook to upgrade, 1F you do not want Qusicok S0
of the following programs, then select Do not upgrade™ and conbnue.,
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5. Click the radio button next to Yes.
6. Click the Next button.



Account Configuraticn [ 5em]

You can configure: Outiook to connect ta Intermet E-mal, Micrasoft Bxchange, or
other E-mall server, Woud you ke ta configure an E-mai sccount?
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7. Putacheck in the box next to Manually configure server settings or additional
server types.
8. Click the Next button.

Add New E-mad Account ==

Auto Account Setup

| Marnalty configure server settings or additional server types

9. Click the radio button next to Internet Email.
10. Click the Next button.



Add New E-mad Account '

Choose E-mail Service

@ Inbernel E-mail
Cornect o your POP, [MAP, or HTTP server to send and receive e-mal messages.
Micrasaft Exchange
Connect 1o Mcrosalft Ex change for access to your e-mad, calendar, contacts, faes and voce mad.
Other
Connect 1o a server type shown below.

11. Type the name to display on outgoing mail messages in the Your Name field.

12. Type the email address being setup in the Email Address field. For example,
username@comcast.net.

13. Choose the appropriate account type based on information provided from your
email service provider POP3/IMAP/HTTP from the Account Type field.

14. Type your email service mail server in the Incoming mail server field.

15. Type your email service mail server in the Outgoing mail server (SMTP) field.

16. Type the user name in the User Name field. This is generally the same as your
email address. Contact your email provider regarding the exact format of your
email username.

17. Type the account password in the Password field.

18. Put a check in the box next to Remember Password.

19. Click the Next button.

[ At M E-mad Account ==

Internet E-mail Settings

ach of these settings are requined to get your e-mal aocount workng,

User Information Test Account Settings
Dur hame: Selsoush Liser After

Tedt Accoumt Settngs ...

More Settings .. |

20. Click the Finish button.






