How to Check the Setup of Microsoft Outlook

With Microsoft Outlook open choose “Tools”, “E-mail Accounts...” it will start a
wizard that will take you through the process of setting up a new eMail account.

E-mail Accounts ed
E-mail Accounts
You can change the e-mail accounts and directaries that Cutlook uses, :
E-mail

" add a new e-mail account

% Yiew of change exisking e-mail accounks:

Directory
" add a new directory or address book:

£~ Yiew or change existing directories or address books

¢ Back I Hewt > I Claze

Click “View or change existing e-mail accounts” and click “Next”



2]

E-mail Accounts
You can seleck an account and change iks settings ar remove it. ]

Cutlook processes e-mail for these accounts in the Following order:

I Tvpe | Zhange. ..
FOPSMTF (Default)

Remove

Set as Defaulk

[

[Mave Lp

1| ] | Move Down

Deliver new e-mail to the Following location:

IF‘ersu:unaI Folders j Mew Outlook Data File. .. |

< Back I Finizh I Cancel

The program should now show only one entry so click “Change..”

Internet E-mail Settings {POP3) @

Each of these settings are required ko gek vour e-mail account working.

User Information server Information
Your Mame: IJ Dioe Incoming mail server (POP3): Imail.ipinc.net
E-rnail Address: IJ.DDe@ipinc.net Qutgoing rnail server (SMTR): Iaﬂas_ipin,:_net
Logon Information Test Settings
Liser Mame: - After Filling ouk the information on this screen, we
= Il":l':'E recommend waou besk your account by clicking the butkon
Passward: I******* below, (Requires netbwork conneckion)
p Remember passward Test Account Settings ...

[ Log on using Secure Password

Authentication (SPA) More Settings ... |

< Back I Hest » I Cancel |

Check The “User Information”, “Login Information”, and “Server Information”



type “mail.ipinc.net” in the incoming and “atlas.ipinc.net”in the outgoing server
boxe and click “More Settings . ..”

Internet E-mail Settings el

Geperal  Outgoing Server | Ennnectinnl .ﬁ.dvancedl

I¥ v oubgoing server (SMTP) requires authenkication;

i* Ilse same setkings as my incoming mail server

8 Log on using

Iser: ame: I

Bassword; I

¥ | Remember password

r Logon using Secure Password Suthentication

™ Log on ko incoming mail server before sending mail

| 2k I Cancel |

Click on the “Outgoing Server” tab and check that the “My outgoing server
(SMTP) requires authentication” is checked



Internet E-mail Settings el

Generall Cutgoing Sewerl Connection  Advanced |

Server Port Mumbers

Incoming server (POP3Y: 110 Use Defaults |

[ This server requires an S5L-secured conmeckion (S50
Qukgoing server [SMTP: 557

[™ This server requires an S55L-secured conneckion {551

Setver Timeouts

Shork '—J— i Long 3 mirutes

Delivery

" Leave a copy of messages on the server

™ Remove From server afterl 10 3: days

™ Remove from server when deleted from)'Delebed Thems!

] 4 I Cancel |

Click on the “Advanced” tab check that the “Outgoing server (SMTP):” is set to
587, and “Server Timeouts” set to 3 minutes, and then click the “OK” button

Click the “Next” button then “Finish” button and you are done
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