Knight Tymes Designs. LLC

6120 W Encanto Blvd Phoenix Arizona 85035
623-931-7286 Fax 623-321-1930
www.ktdhosting.com/support

Setting Up Your Email in Microsoft Outlook 2007

This tutorial shows you how to set up Microsoft Outlook to work with your email account. You can set up
previous versions of Microsoft Outlook using the settings in this tutorial.

To Set Up Your Email Account in Microsoft Outlook 2007

1. Start Microsoft Outlook 2007. When the Startup Wizard displays, click Next.

NOTE: If the Startup Wizard doesn't automatically display, from the Tools menu, select Account
Settings, and then click New. In the Add New E-mail Account dialog box, select POP3, then click

Next.

Outhaak 2007 Stardup

Outlook 2007 Startup

Welooene ko the Onathook: 2007 Startup Wizerd, which will guide you theough the
process of configuring Outlook 2007,

000

Web Design s Hosting ® Interactive Presentations s Marketing Campaigns ® Print Design

Bringing Your Business Out OF The Darls Ages


http://www.ktdhosting.com/support

Knight Tymes Designs. LLC

6120 W Encanto Blvd Phoenix Arizona 85035
623-931-7286 Fax 623-321-1930
www.ktdhosting.com/support

2. On the Account Configuration page, select Yes to indicate you want to configure an email account,
and then click Next.

accaunt Configuration A

E-riadl Acoounts
Yiou can configur e Catiook bo conrmsct bo Dnbermet E-mad, Microsoft Exchange, o

other E-mal perver, Would you ke bo configure an E-mal acoount ¥

o Yes

« Back [ Cancel

3. On the Auto Account Setup page, enter the following:

Your Name
Enter your first and last name.

E-mail Address
Enter your email address.

Password
Enter the password created for your email account.

Retype Password
Enter your password again.
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4. At the bottom of the page, select Manually configure server settings or additional server types,
and then click Next.

Add Mew E-maal Account

Auto Accont Setup
Cckirg hedt will conbact your a-mad terver ard conlligune your Inberret Service provider o Microsoft
Exchange seeves scoount saktings,

¥ ovier Nane: Do Savdth

Example: Barbars Sankowvic
E-mail Address: jrmat haonads s srpda , coim

Exarnple busbaradhoontos, com
FH!HEI"& LT TR

Retype Password;  *Heeeees
T s plsidvpcard] pinar [Flberresl S8rvicd provider Fad gheeh o,

| Manialy condigues serves seltings o additional sarver bypas

<Back | mekm | Cancel

5. On the Choose E-mail Service page, select Internet E-mail, and then click Next.

3

Add Mew E-maal Account

Choose E-mail Service

2 Internet E-rvad
Conmect Lo o POP, IMEP, or HTTP sarver bo sand snd racenve a-mal massages,

Microsolt Exchange
Corneck bo Macrosoft Exchange for acoess bo your e-mad, calsndar, contacts, facoes and vosos mead.,

Other
Cornect bo & server bepe shicem bebow,

<Back | mekm | Cancel
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6. On the Internet E-mail Settings page, enter your email account information as follows:

Your Name
Enter your first and last name.

E-mail Address
Enter your email address.

Account Type
Select POP3.

Incoming mail server

Enter mail.yourdomain.com for your incoming mail server.

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

Outgoing mail server (SMTP)

Enter mail.yourdomain.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)

User Name
Enter your email address again.

Password
Enter the password you created for your email account.

7. Select the Remember Password checkbox, and then click More Settings.

Add Mew E-rmaal Account w3

Internet E-rad Settings
Each of theas wstbirgs sre raured bo gk yoir o-msl soond saorking,

User Information Test Account Settings
i Mo Tarms Sedth Alfter il out the information on this screen, we
resoriverd yous best your sooount by cicking the
E-mad Addrass: itk e, Com bustboen besbowr, (Pesguires network connschion)
Server Information
Test Aocourt Settings ...
Aoount Types POPS . 5
Encoming mad server: pop securesenver nel
Cutgoing mal server (SMTP): SMIPoLt SE0E 63 oV, Nl
Logon Informaticn
Llsar Marme: femithéPoooleramples . com
Password:
o | Fesrember pagsword
Requirs logon using Secure Password Authentication (SPA) —
More SeURNgS ... |
< Back et > Cancel
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8. In the Internet E-mail Settings window, go to the Outgoing Server tab. Check My outgoing server
(SMTP) requires authentication and select Use same settings as my incoming mail server.

Internet E-mail Settings <l

General | DuUtgoing Server |C0nnectiu:un Advancedl

My outgoing server (SMTP) requires authentication
@) |Jse same settings as my incoming mail server

) Log on using

Remember password
Require Secure Password Authentication (SPA)

~ Log on ko incaming mail server before sending rmail

I oK H Caniel J

9. Go to the Advanced tab. Verify that you have 110 for your incoming server (POP3) and 28 for your
outgoing server (SMTP), and then click OK.

Internet E-mail Settings <l

| General | Cubgoing Seryer I Connection | Advanced

Server Pork Mumbers

Incoming server (POPZ): 110 IJse Defaulks

[ This server requires an encrypted connection (S50

Cukgoing server (SMTR: 80

IJse the following tvpe of encryphed connection: | Mong E
Server Timeouts
Short ] Long 1 minute
Delivery

[[Leave a copy of messages on the server

Remove from server after | 10

Remove from server when deleted From 'Deleted Tkems'

[ (] 4 H Cancel J
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10. Click Test Account Settings. Microsoft will send itself a message to test your incoming and
outgoing capabilities. Once this is complete, click Next.

Add New E-mal Account

Internet E-rmadl Settings

Each of thess ssttings sre requined bo et your el scoomnt sweorking,

Lser Infarmation
Yoo M Jar Seith
E-mad fuddras: et el o s, ot
Sirvier Information
ACoOn Tipes: PP
Encoming mall server: pop . Securssery e el
Curgong mad server (SMTPY: | emipodt secires sovi nel
Lagon Information
Lkar M {smithéicoolecample. oom
Password: F—

of | esrember pascwond

[T Reequine kogon using Securs Password Authentication (SPA)

Test Account Settings
Aifter Filirg ot the nformation on this screen, we

mionenand v test wour scoount by didking the
Ibukboeny bebows, (Rsquares nastwork, Conrischion)

| Test Account Settings ... |

11. Click Finish.

Add Mew E-madl Account
| |

r

Congratulations!

Yious hiawe successhuly entered ol the information required bo sstup your
scoount.

To closes e wazard, chick Firigh.
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