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EMAIL CONFIGURATION GUIDE

For

Microsoft Outlook on Windows 7

A. Microsoft Office Outlook
Step1: Clickonthe §

"d Picasa 3
o

v-:j Notepad

m Outlook 2013

Ward 2013
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PowerPoint 2013
| Visio 2013

i TrueCrypt

FERRER

ﬁl@ WinSCP3
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M VLC media player

e LG Bumning Tool

All Pregrams

Remote Desktop Connection

':_M Acronis Backup 11.5
.;# Computer Management
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Music

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support
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Step2: From the menu bar, click on the [FILE] tab.

o
G HOME | SEND/RECENE  FOLDER  VIEW

Inbox - X¥Semails - Outlook

.',TLl
Step3: Click onthe I\a-w’
Account
Settings ~

button and select [Account Settings]

@ Inbex - X¥Semails - Outloak 7

Account Information

Open & Export

benghiong @xysoft.sg
5 OP/ShT

o " popssmTe

4 Add Account

Change settings for this account 1 set up mare connections

@ Account and Social Network Settings
Areount

Connext to social networks,

Settings -

Office Account =1 ac o

(@) Account Settings...

&L Add and remove accounts or
change existing connection settings.

Options

Itsox by emptying Deleted ltems and aschiving.

—

it 25 Sadal Network Accounts
% Configure Office to connect to

social networks,

a Rules and Alerts

3 Use Rules and Alerts to help arganize your ineoming &-mail messages, and receive
Manage Rubes updates when items are added, changed, or remaoved.

& Nerts
Slow and Disabled Add-ins
o ] Manage add-ins that are affecting your Dutlook experience.
Manage Add

Ins
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Step 4:

Account Settings

E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

{E-mail

| Data Files | RSS Feeds | SharePoint Lists I Internet Calendars I Published Calendars | Address Books

o New... S0 Repair... ff" Change... )( Remaove ¥

MName Type

Selected account delivers new messages to the following location:

Change Folder

Close

In the [Account Settings] window, click on | New... | and a new window will

show up. Select [E-mail Account] to add a new E-mail account and select
to continue setup.

Add New Account

Choose Service

Connect to an e-mail account provided by your Internet service provider {ISP) or
your organization.
") Text Messaging (SMS)
Connect to a mobile messaging service.
(") Other
Connect to a server type shown below.
Fax Mail Transport

ack Mext = ][ Cancel

o
I-]
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Enter your name and email address and then select the radio button to [Manually
configure server settings or additional server types] and click on [Next].

Add New Account

=)

Auto Account Setup
Connect to other server types.

E-mail Account

My Name

address@domain. com

Text Messaging (SMS)

< Back |[ Mext > ]| Cancel

Step 6:  Select the radio button for [Internet E-mail] and click on [Next].

Add New Account

Choose Service

Connect to POP or IMAP server to send and receive e-mail messages.

Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
Text Messaging (SMS)

Connect to a mobile messaging service.
Other

Connect to a server type shown below.
Fax Mail Transport

< Back H Mext = ]| Cancel
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Step 7:  Enter the details for [User Information], [Server Information] and [Logon
Information] as shown below: (Refer to the Appendix of this document for Key

Information).

Change Account

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

User Information

Your Name: Tan Beng Hiong
Email Address: benghiong@xysoft.sg
Server Information

Account Type: POP3

Incoming mail server: mail.xgysoft.sg
Qutgoing mail server (SMTP): mail.xysoft.sg

Logon Information

User Name: benghiong@xysoft.sg

Password: ARRERERERER

Eﬂﬂemember password

(SPA)

D Reguire logon using Secure Password Authentication

Test Account Settings

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

Test Account Settings ...

[TliAutomatically test account settings when Next
is clicked

More Settings ...

ack [ Mext = ]’ Cancel

)
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Step 8: Next, click on the button for advanced settings.
Internet E-mail Settings lﬁ

General | Qutgoing Server | Advanced

Mail Account

Type the name by which you want to refer to this account. For
example: "Work™ or "Microsoft Mail Server”

benghiong@xysoft.sg
Other User Information
L COrganization: | ¥¥soft Pte Ltd

| Eeply E-mail:  benghiong@xysoft.sg

[ oK ][ Cancel ]
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Step 9: Click on the [Outgoing Server] tab for and check the checkbox for
[My outgoing server (SMTP) requires authentication] as shown below:

r g
Internet E-mail Settings ﬁ

Outgoing Server | Advanced

EM}.-' outgoing server [SMTP] requires authentication
@ Use same settings as my incoming mail server

(7 Log on using

I Eemember password
Reguire Secure Password Authentication [SPA)

() Log on to incoming mail server before sending mail

| oK ] [ Cancel
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Step 10 : Next, click on the [Advanced] tab for Server Port Numbers settings. (Refer to
Appendix for more details on what port numbers to use.)

L3 %

Internet E-rmail Settings | g2 |

| General I Cukbgoing Server I Connection | Advanced |

Server Port Murnbers

Incoming server (POP3): 995 e Defaults

This server requires an encrypbed connection (5300
Cukgaoing server (SMTP): 465
Ilse the Following type of encrypted connection: | S50 IE‘
Server Timeouts
Short d Long 1 minute
Delivery

Leave a copy of messages on the server

Remove from server after 7 =) davs

[ remove From server when deleted from 'Deleted Trems'

[ (] 4 H Cancel ]

Step 11 : Next, click on and then to finish the setup.
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Appendix: KEY INFORMATION

Email Address

name@[Domain name]

Server Information

Incoming mail server:  mail.[Domain name]
Outgoing mail server: mail.[Domain name]

Logon Information

User Name: < Email address >
Password: < Email password >

More Settings (Advanced)

POP3/POP settings
- Incoming mail server: mail.[domain name]

- Incoming port number: 995

- This server requires an encrypted connection (SSL): M
- Outgoing mail server: mail.[Jdomain name]

- Outgoing port number: 465

- Use following type of encrypted connection: SSL

IMAP settings
- Incoming mail server: mail.[domain name]

- Incoming port number: 993 (with SSL)

- This server requires an encrypted connection (SSL):
- Outgoing mail server: mail.[domain name]

- Outgoing port number: 465

- Use following type of encrypted connection: SSL

~ ~ END OF DOCUMENT ~ ~ ~
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