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Setting Up Your E-mail in Microsoft Entourage

This tutorial shows you how to set up Microsoft Entourage to work with your e-mail account. This tutorial
focuses on setting up Microsoft Entourage 2003, but these settings are similar in other versions of Microsoft
Entourage. You can set up previous versions of Microsoft Entourage by using the settings in this tutorial.

To Set Up Your E-mail Account in Microsoft Entourage

1. Open Microsoft Entourage 2004.

2. Select Tools > Accounts.
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3. Click "New."
0060 Accounts
2"! MNew | ™ Edit Delete Make Default

L

—[ Mail | MNews Directory Service Exchange —

4. If the "Account Setup Assistant” window displays, click "Configure account manually.”

GYaXe Account Setup Assistant

Set Up a Mail Account @
(=1

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

— )
|_| My account is on an Exchange server

If you are part of a large organization, ask your local netwaork
administrator whether you are on an Exchange server. If you select

this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue.

(" Configure account manually | q]1 IE
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5. Select POP for the account type and click OK.

MNew Account

Add new mail account

.

Account type: ' POP 'v]

'\ Assist Me jl I,\ Cancel 9 ( OK 2

6. On the Edit Account window, enter your information as follows:

Account name
Enter a name for your account, for example: My Mail, Work, or Home.

Name
Enter your first and last name.

E-mail address
Enter your e-mail address.

Account ID
Enter your e-mail address, again.

POP server

Enter mail.yourdomainname.com as your incoming server

(replace mail.yourdomain.com with Your domain e.g. if your domain is bobsite.com then it should
be mail.bobsite.com)

Password
Enter the password for your e-mail account.

SMTP server

Enter mail.yourdomainname.com for your outgoing mail server.

(replace mail.yourdomain.com with Your domain e.g. if your domain is bobsite.com then it should
be mail.bobsite.com)

Click "Click here for more advanced sending options."
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Edit Account

{ ‘Account Settings | Options Security %

Account name; My Mail
V" Include this accountircmy "Send -&-Receive-All" schedule

Personal information & s i e et

Mame:  Jane Smith

Receiving mail ...

Account ID:  Jsmithi@coolexample.com

POP server:  POp.secureserver.net

Password; eessessl
E Save password in my Mac OS5 keychain

Click here for advanced receiving options

Sending mail

SMTP server:  Smipout.secureserver.net

Click kere for advanced sending colions

' Cancel '_,_- (m{ ----- }

7. Select "Override default SMTP port" and change the number to 28.

8. Select "SMTP server requires authentication” and "Use same settings as receiving mail server ." Click
OK.
]

2 SMTP service requires secure connection (55L)
@ Override default SMTP port: 80|
fﬂ SMTP server requires authentication
@ Use same settings as receiving mail server
: Log on using
Account |D:
Password:

| 5ave password in my Mac 05 keychain

Domain for ungualified addresses:
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