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About This Document

This document is intended to be a reference guide to follow for setting up Microsoft
Outlook clients to check InterVelocity email accounts. For questions not covered in
this document contact InterVelocity support (support@intervelocity.com).

Setup for a new account

* Open up Outlook, click on Tools, and select E-mail Accounts.

@ Outlook Today - Microsoft Outlook ] =] ]
File Edit View Favorites | Tools | Actions Help -
Hinew ~ | & | =HsendjRec [ Address Book... Ctri+Shift+8 -2 a

= @ 2% Rules Wizard...

Tools on the Web...
Outlook Shortcuts | | Folder List
#- @) mail.y E-mail Accounts. ..

x@ G Customize. ..

Outlook Today Options...

ar Tasks Messages

M Inbox [1}

Drafts [1}
@ Outbox [1}

e Select add a new e-mail account click Next.

E-mail Accounts 21x]
E-mail Accounts
‘ou can change the e-mail accounts and directories that Outlook uses. b
E-mail

+ Add a new e-mail account

" View or change existing e-mail accounts

Directory
" add a new directory or address book

" View or change existing directories or address books

| Next > I Close




Select POP3 from the list of server types and click Next.
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Server Type 0
You can choose the type of server your new e-mail acount will work with. 2]

" Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and
share documents.

' poP3
Connect to a POP3 e-mail server to download
your e-mail.

" IMAP
Connect to an IMAP e-mail server to download e-mail and synchronize
mailbox folders.

" HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

" additional Server Types
Connect to another workgroup or 3rd-party mail server.
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Your Name: Your name, ie John Doe

E-mail Address: Your full email address, ie jdoe@yourdomain.com
Incoming mail server (POP3): mail.yourdomain.com

Outgoing mail server (SMTP): mail.yourdomain.com

Password: Your assigned password.

E-mail Accounts

Internet E-mail Settings (POP3) Q
Each of these settings are required to get your e-mail account working. b

User Information Server Information
Your Name: IJohn Doe Incoming mail server (POP3): Imail.yourdomain.com
E-mail Address: |idoe@yourdomain. com Outgoing mail server (SMTP): fmail. yourdomain.com
Logon Information Test Settings
User Name: - After filling out the information on this screen, we

I]doe recommend you test your account by clicking the button
Password: I******* below. (Requires network connection)

[V Remember password Test Account Settings ... |

™ Log on using Secure Password

Authentication (SPA) More Settings |
< Back I Nexst > I Cancel |




Click the More Settings... button and select the Outgoing Server tab.

Internet E-mail Settings 2] x|
General Outgoing Server IConnectionI Advanced

[V My outgoing server (SMTP) requires authentication

(% Use same settings as my incoming mail server
" Log on using

User Mame: I

sword

™ Logon using Secure Password Authentication

¥ Remember pas

" Log on to incoming mail server before sending mail

I 0K I Cancel |

Select "My outgoing server (SMTP) requires authentication” and click OK.
Note: Some ISP’s (BellSouth for example) will block port 25 for outgoing
mail. To fix this, click the More Settings... button and select the Advanced
tab, and change the outgoing port to "2505"” and click OK.
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General] Outgoing Sewell Connection Advanced |

Server Port Numbers

Incoming server (POP3): I 110 Use Defaults I

™ This server requires an SSL-secured connection (S5L;

Outgoing server (SMTP):
™ This server requires an SSL-secured connection (S5L;

Server Timeouts

Short = f———— Llong 1 minute

Delivery

™ Leave a copy of messages on the server

I™ Remove From server ar’kerl 10 3: days

I™  Remove from server when deleted from 'Deleted Ttems!

0K I Cancel
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Internet E-mail Settings (POP3)

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

User Information Server Information

Your Name: vou Incoming mail server (POP3):  |webmail yourdomain.com
E-mail Address: Iyou@yourdomain.com Outgoing mail server (SMTP):  |webmail. yourdomain.com

Logon Information Test Settings

User Name: - After filling out the information on this screen, we
recommend you test your account by clicking the button

Password: Imwmwm below. {Requires network connection)

[V Remember password Test Account Settings ... |

I Log on using Secure Password

Authentication (SPA) More Settings

< Back | Next > I Cancel |

¢ Click Next, and then click Finish on the next screen.

Edit an existing account

¢ Open up Outlook, click on Tools, and select E-mail Accounts.
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¢ Select view or change existing e-mail accounts and click Next.
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E-mail Accounts
=]

‘You can change the e-mail accounts and directories that Outlook uses,

E-mail
" Add a new e-mail account

(% ¥iew or change existing e-mail accounts:

Directory
¢ Add a new directory or address book

" Wiew or change existing directories or address books
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Highlight the account you wish to edit and click Change...
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E-mail Accounts @
Y¥ou can select an account and change its settings or remove it. 2]

Outlook processes e-mail for these accounts in the following order:

Name | Type | Change...

IMAP/SMTP (Default)
Add... |
Remove |

Set as Default

Pl | | LI Move Down
Deliver new e-mail to the following location:
IPersonaI Folders j MNew Outlook Data File... |

< Back I Finish I Cancel

Your Name: Your name, ie John Doe

E-mail Address: Your full email address, ie jdoe@yourdomain.com
Incoming mail server (POP3): mail.yourdomain.com

Outgoing mail server (SMTP): mail.yourdomain.com

Password: Your assighed password.

E-mail Accounts

Internet E-mail Settings (POP3) G
Each of these settings are required to get your e-mail account working. -

User Information Server Information
Your Name: lJohn Doe Incoming mail server (POP3): Imail.yourdomain.r.om
E-mail Address: ljdoe@yourdomain.com Outgoing mail server (SMTP): Imail.yourdomain.com
Logon Information Test Settings
User Name: - After filing out the information on this screen, we

[]doe recommend you test your account by clicking the button
Password: l**w*** below. (Requires network connection)

[V Remember password Test Account Settings ... |

™ Log on using Secure Password

Authentication (SPA) More Settings |
< Back I Next > I Cancel |

Click the More Settings... button and select the Outgoing Server tab.



 Internet E-mail Settings

21|

General Outgoing Server I Connection | Advanced |

[V My outgoing server (SMTP) requires authentication

% Use same settings as my incoming mail server
" Log on using

User lMame:; I

Password: I

¥ Remember, password

I” | Log on using Secure Password Authentication

" Log on to incoming mail server before sending mail

0K I Cancel |

Select "My outgoing server (SMTP) requires authentication” and click OK.

Note: Some ISP’s (BellSouth for example) will block port 25 for outgoing
mail. To fix this, click the More Settings... button and select the Advanced
tab, and change the outgoing port to "2505” and click OK.

Internet E-mail Settings B 2 x|

Generall Outgoing Sewerl Connection Advanced I

Server Port Mumbers

Incoming server (POP3): | 110 Use Defaults |

[ This server requires an S5L-secured connection (551
Outgoing server (SMTP):
[ This server requires an S5L-secured connection (551

Server Timeouts

Short = fJ————— Long 1 minute

Delivery

I Leave a copy of messages on the server

I | Remove fram server aH’.Er'I 10 3: days

™ | Remove From server when deleted from 'Deleted Items!

oK I Cancel

Click Next and then Finish.



