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Important information:

- Itis recommended that you have you office and windows updates up to date to ensure
proper functionality



If you’ve previously set up email accounts in Microsoft Outlook 2013:
In the main Outlook window click the File tab. Then click the Add Account button, then
continue starting at Step 1 below.
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F‘ Account and Social Network Settings
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Change settings for this account or set up more
Account connections.
Settings -

Save As

Access this account on the web.
Office Account

Connect to social networks,

Options
Exit Automatic Replies (Out of Office)
< Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
— Manage the size of your mailbox by emptying Deleted Iterns and archiving.
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793 MB free of 2 GB

A Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts



Setting up Email on PC:

If you’re opening Microsoft Outlook 2013 for the first time:

Open Microsoft Outlook 2010. You’ll see the Microsoft Outlook 2013 Startup window. Click
the Next button.

Welcome to Microsoft Qutiook 2013

Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let’s get started. In the next few steps, we'll add your email account.

Click Mext to continue




You’ll see the Account Configuration window. This window asks if you’d like to configure

an E-mail account. Click the Yes button, then click the Next button, then continue starting at
Step 1 below.

Account Configuration

E-mail Accounts




Steps:

1. You’ll see the Auto Account Setup window. Click the button for Manually configure
server settings or additional server types, then click the Next button.

Add New Account

Auto Account Setup
Conneck to other server bvpes,
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2. You’ll see the Choose Service window. Click the button for Internet E-mail, then click the
Next button.

Add New Account

Choose Service




3. You’ll see the Internet E-mail Settings window.

Enter your full name in the Your Name field.

Enter your email address in the E-mail Address field.

Set the Account Type to POP3.

Your incoming mail server is mail. walle.sleepycat.com.au

Your outgoing mail server is the same as your incoming mail server: Walle.sleepycat.com.au

Enter your full email address in the User Name field: Test@test.com.au

Enter your email password in the Password field.

Click the box for Remember password.

Then click the More Settings... button at the lower right corner of the window.

POP and IMAP Account Settings
Enter the mai server settings for your account,

User Information

Your Name: |T{ st tester
Email Address: [test@
Server Information

Account Type: E'— OPs

Incoming mail senver: [walle.:le epyeat.com.au

Outgoing mail server [SMTF): [wallt.slc epycat.com.au

Logon Information
User Hame: [I:H-I-E
Password: [. wwnne]

[¥ Remember password

™ Require logen using Secure Password Authentication

[5PA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are cormrect.

Test Account Settings ...

[V-" Automatically test account settings when Next
is dicked

Deliver new messages to:

¥ New Outlook Data File
" Existing Outlook Data File

More Settings ...
< Back | Hext » | Cancel |




4. In the new, smaller window that appears, click on the Outgoing Server tab. In the Outgoing
Server pane of the window click the box for My outgoing server (SMTP) requires
authentication, and click the button for Use same settings as my incoming mail server. Then
click the Advanced tab.

Internet E-mail Settings EH
"General Outgaing Server | Advanced |

r My outgoing server (SMTF) requires authentication
% Lse same settings as my incoming mail server
" Log on using

Wser Marme: I

Passweard: |

v Remember password
r Require Secure Passwvord Suthentication [SPA]

r Log of to incamitg maill server before sending mail

OK I Cancel




Internet E-mail Settings X I

General I Outgoing Server  Advanced |

Server Port Mumbers

Incoming server [POF3): IllU Use Defaults |

™ This server requires an encrypted connection [55L)
Cutgoing server [SMTF): |25
Use the following type of encrypted connection: INCIHE vI

Server Timeouts

Short =% Long 1 minute

Delivery
[T Leave a copy of messages on the server

¥ Remove from server after |1_4 3: e [T

|- Remove from semver when deleted from Deleted Items

oK Cancel

5. In the Advanced pane of the window make sure the button for
Incoming server (POP3): Leave it set at 110, which is the default.

This server requires an encrypted connection (SSL): Make sure this box is not clicked.
Outgoing server (SMTP): The default number is 25.

Use the following type of encrypted connection: Leave it set at None.

Server Timeouts: Leave it set at the default setting.

Leave a copy of messages on the server. Make sure this is un ticked

Click the OK button.



6. You’ll return to the original Internet E-mail Settings window. Click the Next button.

POP and IMAP Account Settings
Enter the mai server settings for your account,

User Information Test Account Settings
Your Hame: [Tf ot tester Wi recommend that you test your account to ensure that
the entries are correct.
Email Address: [tesl@
Server Information -
Test Account Settings ...
Account Type: Ir.- 0P j
: & F Automatically test account settings when Next
Incoming mail server: [wﬂ!lt.ilttuytﬂt.mm.au e Iy ing
Outgoing mail server [SMTPE: [wﬂEIE.iIE epycat.com.au Deliver new messages to:
Logon Information ¥ Mew Outlook Data File
User Hame: [ttsl@ " Existing Outlook Data File
Password: [uuu' I BIW3E

[¥ Remember password

[ Require logon using Secure Password Authentication

[SPA) More Settings ...
< Back I Hext » ; Cancel |

7. The Test Account Settings window will appear and automatically test the connection to
your incoming and outgoing mail servers.

Test Account Settings
Congratulations! All tests completed successfully, Click Close to conkinue., i} Shap |

Close

Tasks | Errars I

Tasks | Skatus |
\/ Log anta incaming mail server (POP3 Completed
\/SEHEI kest e-mail message Completed

8. You’ll see the Congratulations! window. You’ve successfully set up your email account.
Click the Finish button. Outlook’s main email window will open.
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Add New Account

Congratulations!
¥ou have successfully entered all the information required to setup wour accounk,

To close the wizard, click Finish,

Add another account, .,

X

< Bach: I Finish I

DONE!
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