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Start > All programs > Microsoft Office > Microsoft Office Outlook 2007
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E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?
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————— %y Organize
P
Rules and Alerts...
ail Mailbox Cleanup...
5 to show in
&l Empty "Deleted frems" Folder
Forms 3
s
Macro 3
Folders
:d Items Account Settings... % @
Trust Center...
*_mail Customize...
d Options...
zads




Maaa™ g "New™ Jbad Lghe JTs Ls 5 g sall cllually 53U jglith

E-mail | Data Files | RSS Feeds | SharePoint Lists | Inteme
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Add New E-mail Account » =

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAF, or HTTP

Connect to an e-mail account at your Internet service provider (ISP} or your
organization’s Microsoft Exchange server.

() other
Connect to a server type shown below.

Fax Mail Transport
Outlook Mobile Service (Text Messaging)
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Your Name: | |

Example: Barbara Sankovic

E-mail Address: | |

Example: barbara@contoso,com

Password: | |

Retype Password: | |

Type the password yvour Internet service provider has given you.
Sl \aa, Jaki N

Y

Manually configure server settings or additional server types

G, 2o v
< Back MNext = Cancel
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Internet E-mail Settings

User Information

Bl  Your Name:

N E-mail Address:

Il  Server Information
Account Type:

Incoming mail server:
Outgoing mail server (SMTF):

Logon Information

Each of these settings are required to get your e-mail account warking.

POP3

Test Account Settings

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

——

00 00 eO
!

User Name:
Password:
|
| Remember password |
[] Require logon using Secure Password Authentication (SPA) More Settings
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Internet E-mail Settings

1

General Outgoing Server

Server Port Mumbers

3
Incoming server (POP3): Il
his server requires an encrypted connection [55L)

Cutgeoing server [SMTF): 5 A

Use the following type of encrypted connection: | 55L

Use Defaults

Server Timeouts
Short L] Long 1 minute
Delivery

6 | eave a copy of messages on the server
Ilemove from server after 14 =t

days

emmre from server when deleted from 'Deleted ltems’

8

Cancel
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Internet E-rnail Settings nl

ral | Outgaing Server |adyanced |

My outgoing setee[SMTF] requires authentication

:jgﬂ\el.ni@aﬁjﬁ:!eb}-
My outgoing server (SMTP) requires authentication

Use same settings as my incoming mail server
2 Olog on using
S

User Mame: | |

Password: | |

| Remember passward
Require Secure Password Authentication [SPA)

O Log on to incaming mail server befare sending mail

QK | | Cancel

(Test Account Settings) sl (Slwadl clalae) yidl) o Jaiai (cialey) B A1 5 ) gall Guay) -9

e

! Congratulations! All tests completed successfully, Click Close to continue, Ji "Close" u.‘ﬁ M3 (&ma M Caal .\§ Q‘J‘Jﬁ:ﬂ OJSS [P
Dl S Ly Lish ) Y B3 gl (G UEY " BEI
Tasks | Errors 2 s bl (oer 285 bl Ayl g paad) dalsy pddiaall auil)
Tasts Status "Finish" hiuaig 3 paY) 33U el "Next"

\/Log onto incoming mail server (IMAF) Completed
\/Send test e-mail message Completed

Congratulations!

‘fou have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.
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Welcome to Microsoft Outlook 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.

< Back I Next > || Cancel

:File e bl Y4 sl s Al cililua g dday g bl i s A L) -2

EI -
FILE _CENE FOLDER  VIEW
(5 Ignore E :ﬂ @ E b
Ea Meetin
EI Qﬂ x <« = g E1 Tea

N N CleanUp~ Del Reply Reply Forward

ew ew elete eply Reply Forwar More - £

Email Items - 391“”“' All EE Repl
Mew Delete Respond

. €
Drag Your Favorite Folders Here Search Current Mailbox [Ctrl+E]

:Add Account s buai -3

Account Informatio

Open & Export

% omarashly@svuonline.org
Save As POP/SMTP

| AddAccount | < ————

F‘ Account and Social Netwd
ady

Change settings for this account or set
B Connect to social networks,

Account
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Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

@

() No

:Next e hiai af Manual setup or additional server types Jba s .5

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame:

Example: Ellen &dams

E-mail Address: |

Exarmple: ellen@contoso.com

Passward: | |

Retype Password: | |

Type the password your Internet senvice provider has given you,

Ottt |
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Add Account

Choose Service —>

O Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

OOllﬂmt.mmul Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(®)rop or imap
Connect to a POP or IMAP email account

1

N/

POP and IMAF Account Settings .
Enter the mail server settings for your account, %
User Information Test Account Settings
Your Name: | | We recommend that you test your account to ensure that

the entries are correct.

Email Address: | |

Server Information
Test Account Settings ...

Account Type:

Automatically test account settings when Next

Incoming mail server: A
d is clicked

Outgoing mail server [SMTP): Deliver new messages to:

Logon Information (®) Mew Outlook Data File
User Mame: | | O Existing Outlook Data File
| Browse

Password: | |

Remember password

|:| Require logon using Secure Password Authentication

[SPA) More Settings ...
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Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: |Ahmad Ahmad

J el ‘I

Email Address: |examp|e@svuonline.org

%ijﬂ}1mﬂ1 }' 2 ure that

Server Information

Account Type: POP3 'JJUH J-IJJM j| 3
Incoming mail server: Imail.s\ruonline.org —_—
i i : dlall &
Qutgoing mail server (SMTP): Imail.s\ruonline.org Iﬂdf.ﬂ'f{ B | J.J'l ‘asla t| 4
Logon Information .;§;. Bl ek =
User Name: | example kélr Pmll ?“"'1 j| 5
Password: Ixaaaaaaxaaaaaaxaaal I_i’rl LK vse
E RS 6
Eemember password

|:| Reguire logon using Secure Password Authentication

SPA]

i More Settings ...

< Back Next = Cancel
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mail.svuonline.org a<as <«

user@svuonline.org :adidaall b8 &l (2)
mail.svuonline.org aas cash Cua 13,050 &l adla (3)
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User information
Your Mame:

Email Address:
Server information
Account Type: POIPT
Incaming mail server:

Qutgoing mail server [SMTF):

Logon Information

dser Mame:

Password:

[¥] Remember password

|:| Require logon using Secure Password Authentication
[SPa)

> 5 1 el dalS (6)

More settings s biai -9

Test Account Settings

We recammend that you testyour account to ensure that
the entries are correct,

Test Account Settings ...

Aytomatically test account setfings when Mext
is clicked

Maore Settings ...
—
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Internet E-rnail Settings
le I Qutgoing Sener IAd\-’anced

hy outgoing serea[SMTF) requires authentication
@) |Use same settings as my incoming mail server

2 ) Log on using

o Remember password
Require Secure Password Suthentication [SPA)

'3::1' Log on to incoming mail server before sending mail

(Advanced) s (Aediia <l JLA) cuss ) Gl 2585 211
"adtia" gl "Advanced" 33U ) cadi (1

;S alaf s B LA pai (2

This Server requires an encrypted connection (SSL)
(Busall B LS) 995 sa diiall o) sl (3
Outgoing Server (SMTP) # SSL il aai (4
465 i pai (5

Internet E-mail Settings >

1

General Outgoing Server | Advanced

Server Port Mumbers

Incoming server (POP3): Use Defaults el Ll &< 5 L) @43 (6
his server requires an encrypted connection [55L) Leave a Copy Of messages on the server
CQutgoing server [SMTF): 5 il ) ) . . .
Use the following type of encrypted connection: | 55L o 'B‘)M‘ gé (Gl R Las (G ‘e"UL“‘ e (7
server Timeouts OK Ji éé\y u.b vl (8
Short L] Long 1 minute
Delivery

6 B|leave a copy of messages on the server
Emmre from server after 14 & days

Femove from server when deleted from 'Deleted ltems’

Cancel




Test Account Settings : s bl claley) Jis uy =12

Test Account Settings

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

Test Account Settings . | SRNEGE—<:_—_—

Automatically test account settings when Mext
is clicked

Deliver new messages to:

(@) New Outlook Data File
(::l Existing Cutlook Data File

| Browse

Mare Settings ...

ey phg plad o Jalas 4l 380N el

Congratulations! All tests completed successfully. Click Close to Stop
continue.
Tasks | Errors
Tasks Status
v/Log onto incoming mail server (POP3) Completed

v/5er'|d test e-mail message Completed
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FILE HOME SEMD / RECEIVE FOLDER VIEW
G lgnore x @ @ Q 2 Meeting ¥ Move to: 7 & To Manager
i ' Done

¥ Clean Up~ E1 Tearn Email

Mew  MNew Delete Reply Reply Forward More - 2
Email ltems - &Bjunkv Al E@ & Reply & Delete ¥ Create New
MNew Delete Respond Quick Steps
<
Dy Your Favorite Folders Here | Search Current Mailbox [Ctrl=E) A | Current Mailbox vl
All Unread By Date =  Mewest & E
4 Today
< @svuonline.org
Inboax
Sent ltems
Deleted [tems
Junk E-mail
QOutbox
Search Folders

:(Send/receive) sl (Juus Juiinl) Ao bl Jib ) Jla)y JLlin-14

HOME SEMND / RECEIVE «_

Update Folder 5 . ~ark to Download ~
_‘EQ
. EUnmarkto Drownload -
end/Receive Cancel Download Wrork:
All Folders d/Receive Groups ~ All Headers -* Process Marked Headers -~ Offline
end & Receive Download Server Preferences
. N <
Drag Yowr Favorite Folders Here | Search Current MMailbox (Ctrl=E} el | Current Mailbox vl
Aldl Unread By Date ~ Mewest + E
- Today

<] @svuonline.org
Inbosx
Sent ltemns
Deleted ltems

Junk E-rmail
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:Mail, Contacts, Calendars i e bkl af duwi ) dadldl) o 22l giad) Sittings 4shil ) Glally agli -1

esee0 MTN T 7.04 PM 80%

Settings
@ "unes aApp Swre

a Mail, Contacts, Calend:a.r%r

Notes .
Reminders _/
Phone

Messages

FaceTime

Maps

@ CCCcC

Compass

:Add Account _LSab hially gl -2

eee0c MTN & 7:05 PM 80%

< Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud
Contacts, Find My iPhone and 2 more...

Gmail
Contacts, Calendars, Notes

Svuonline
Mail

Add Account rr
Fetch New Data }sh
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0000 MTN T 7:05 PM 80% W)

{ Mail...  Add Account
[ ]
g (O]] sl

£ Google:
| YAHOQO!
Aol.
lﬂi Outlook.com

Other q

esecOo MTN F 7:05 PM 80% N}

<{ Add Account Other

MAIL

Add Mail Account q >

CONTACTS \

Add LDAP Account (

Add CardDAV Account

CALENDARS

Add CalDAV Account

Add Subscribed Calendar

:Add account (e bl sl -4
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eee00 MTN = 7:05 PM 80% EH )

Cancel New Account

Name 2 . Vm}‘ 1
Email % EBN P IRETIA
Password % sl ALl 3
Description % & J:'-“ Caas .

D) Py} 2 55685 31 pal) anad) puda g aly En 1lldall anad (1)
user2@svuonline.org : 9N & 5l (2)
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mailto:user2@svuonline.org

seeec MTN = 7:07 PM 80%

Cancel New Account N

Name

Email @svuonline.c

Password

Description

W D D G D D IR R .

NS N W W W W W W W —

eseec MTN & 7:07 PM 80% M}

Cancel New Account

Name
Email

Description

INCOMING MAIL SERVER

Host Name

User Name

Password eeeessessecse

:Next uJj A& buai -6

:POP3 e Livally asii -7
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Cancel New Account

INCOMING MAIL SERVER

Host Name% 2050 2 ) adla i
User Name % EM] &“" ;J
Password T—v\?\r J“‘”‘“ aals ;

OUTGOING MAIL SERVER

Host Name %thah 4yl ;"51‘1
User Name % a2 lual) auil ;
Password % ) ALK ;

PN ey pday D day aglS -8

mail.svunoline.org :a,)sl &l aila (1)

user2@svuonline.org :adiiuall aul (2)

SVUIS aldai Ao Lg313 (Al g ey Lualid) puud) dalS puda g o gy 1 pual) 4l (3)
mail.svunoline.org :sdall &l aila (4)

user2@svuonline.org :pdiical aul (5)
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