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PREPARE OUTLOOK

If you haven’t setup any accounts in Outlook, just start the Outlook program.

If you already have accounts in Qutlook and you want to create a new account, then:

1. Go to Control Panel | User Account and Family Safety and start the Mail applet

@ ~ 41 51 » Cont.. » User Accounts and Family 5... v O Search Control Panel

Control Panel Home

% User Accounts
System and Security @ Change account type @ Remaove user accounts

Metwork and Internet Family Safety
'@' Set up Family Safety for any user

Hardware and Scund

Programs @ Credential Manager
User Accounts and Family !

Saf .
v @ Mail
Appearance and

Manage Web Credentials | Manage Windows Credentials

Personalization
Cleck, Language, and Regicn

Eaze of Access

2. On the Mail Setup — Outlook window, click Show Profiles

E-mail Accounts

t::j Setup e-mail accounts and directories.
o

Data Files

4, Change settings for the files Outlook uses to
&ﬁ store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and %ol Profil
% data files. Typically, you only need one. ST
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3. Click the Add... button and enter a Name for the profile in the New Profile window
P Mail

General

é,_) Create Mew Profile

Profile Name:
Kludd|

Add... Remowe Properties Copy...

When starting Microsoft Qutlook, use this profile:
(®) Prompt for a profile to be used

() Always use this profile

Qutlook

QK Cancel Apply

If you already have accounts in Outlook and you want to add account to an existing Outlook configuration:

1. Go to File | Account Settings | Account Settings

2. On the E-mail tab click the New button
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CONFIGURE EXCHANGE CONNECTIVITY

1. Enter your Name, Email Address and Password then click Next

Auto Account Setup
Outlook can automatically configure many email accounts.

Your Name: |Kevir1]udd

Example: Ellen Adams

E-mail Address: |kjudd@secureonlinemailbox.com

Example: ellen@contoso.com

Password: kR |

Retype Password: | =sssssss |

Type the password your Internet service provider has given you.

D Manual setup or additional server types

= Back | Mext > || Cancel |

2. If you get a warning if you want to let https:/mail.exmailto.com/Autodiscover/Autodiscover.xml to configure
your Outlook settings, select the Don’t ask me about this website again checkbox and the click Allow

g Allow this website to configure
' kjudd@secureonlinemailbox.com server settings?
https://mail.exmailto.com/Autodiscover/Autodiscover.xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

[]Don't ask me about this website again

Allow | | Cancel
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3. Wait for the auto configuration process to complete

Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account. This might take several minutes.
«  Establishing network connection
=p Searching for kjudd @securecnlinemailbox.com settings
Lagging on to the mail server

4. Once completed just click Finish

Congratulations!

Configuring

Qutlook is completing the setup for your account. This might take several minutes,
«  Establishing network connection
" Searching for ljudd@secureonlinemailbox.com settings

«"  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[T]change account settings | Add another account... |
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CONFIGURE IMAP CONNECTIVITY

1. Perform the respective steps from Prepare Outlook

2. Onthe Add Account page, select Manual setup or additional server types

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

D E-mail Account

Your Mame:

Examnple: Ellen Adams

E-rail Address: |

Example: ellen@contosa,com

Pazsword: | |

Retype Password: | |

Type the password your Internet service provider has given you,

(®):Manual setup or additional server types
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3. Select the POP or IMAP option

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

(:)Ou'tlncl.mmm Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

Connect to a POP or IMAP email account
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4. Select the POP or IMAP option
- Your Name and Email Address
- For Account Type, select IMAP
- For both Incoming and Outgoing mail server enter mail.exmailto.com
- In the User Name field enter you Email Address

- Provide your password

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

User Information

Your Mame: |Lo|aJudd |

Email Address: |I@secureonlinemailbox.com| Mail to keep offline: All

Server Information

Account Type: ||Mﬁp El

Incoming mail server: mail.exmailto.com |

Outgaing mail server [SMTP): |mai|.exmai|to.com |

Logon Information

Mser Name: |Ijudd@secureonlinemailboxl

Passwaord: samEEAES |

[+] Remember passward

|:| Reguire logon using Secure Password Authentication

SPA]
(SPA) More Settings ...
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5. Click the More Settings button

6. Onthe Outgoing Server tab, select the My outgoing server (SMTP) requires authentication checkbox

- Outgaing Server | Advanced

EMy gutgaoing server (SMTP| requires authentication:
@gse same settings as my incoming mail server
(:)I_.og on using

User Mame: |

Passward: |

| Remember password
Reguire Secure Password Authentication [SPA)
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7. Onthe Advanced tab, on the first option for Use the following type of encrypted connection select SSL, on
the second one select TLS and then change the Outgoing Server (SMTP) value to 587 and then click OK:

| General I Outgaing Senrer| Advanced |

Server Port Mumbers

Incoming server (IMAP): | | | Use Defaults |

Use the following type of encrypted connection: | 550
Qutgoing server (SMTF):
Use the following type of encrypted connection: | TLS

Server Timeauts

Short Long 1 minute

Folders
Root folder path:

Sent Items

Dgo not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

[#] Purge items when switching falders while anling

8. Click Next and verify both test are successfully passed

Congratulations! All tests completed successfully, Click Close to
continue,

Tasks | Errors

Tasks Status

\/Log onto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed
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CONFIGURE POP CONNECTIVITY

1. Perform the respective steps from Prepare Outlook

2. Onthe Add Account page, select Manual setup or additional server types

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

() E-mail Account

Your Mame: | |

Example: Ellen Adams

E-mail Address: | |

Example: elleni@contosa,com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you,

(®)Manual setup or additional server types
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3. Select the POP or IMAP option

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

O(hrtlnol.mmnr Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
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4. Select the POP or IMAP option
- Your Name and Email Address
- For Account Type, select IMAP
- For both Incoming and Outgoing mail server enter mail.exmailto.com
- In the User Name field enter you Email Address

- Provide your password

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

User Information Test Account Settings

Your Name: ||_0|3 Judd] | We recommend that you test your account to ensure that
the entries are carrect.

Email Address: |Ijudd@secureonlinemailbox|

Server Information

| Test Account Settings ...

Account Type: |p0p3

Au‘tomatically test account settings when MNext

Incoming mail server: |mai|.exmailto.com is clicked

Outgoing mail server {[SMTF): |mai|.exmailto.com Deliver new messages to:

Logon Information @ MNew Outlook Data File
D Existing Outlook Data File

User Name: |Ijudd@secureonlinemailbox|

Password: PO | | Browse

[+| Remember passwaord

|:| Reguire logaon using Secure Password Authentication

SPA]
(SPA) More Settings ...

< Back ” Mext = || Cancel |
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5. Click the More Settings button

6. Onthe Outgoing Server tab, select the My outgoing server (SMTP) requires authentication checkbox

- Outgaing Server | Advanced

EMy gutgaoing server (SMTP| requires authentication:
@gse same settings as my incoming mail server
(:)I_.og on using

ser Mame: |

Password: |

| Remember password
Reguire Secure Password Authentication [SPA)
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7. Onthe Advanced tab, select the This server requires an encrypted connection (SSL) option, then for Use
the following type of encrypted connection option select TLS, and then change the Qutgoing Server (SMTP)
value to 587 and then click OK:

| General I Outgaing Sewer| Advanced |

Server Port Mumbers

Incoming server (POP3): |995 | | Use Defaults |

This server requires an encrypted connection (S50
Qutgoing server (SMTF):

Use the following type of encrypted connection: | TLS

Server Timeauts

Short Long 1 minute

Delivery

I_.eave a copy of messages on the server

Remove from server after days

D Remove from server when deleted from 'Deleted [tems’

8. Click Next and verify both test are successfully passed

Congratulations! All tests completed successfully, Click Close to
continue,

Tasks | Errors

Tasks Status

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