Outlook 2007 Setup
TechPro Hosted Email
Quick Reference Guide
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Open Outlook 2007

1. From your Outlook Menu select Tools»Account
Settings...
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2. Click New . (If you previously setup Outlook with
another provider, you may wish to select Change .... See
Page Two for correct settings)

wccount Settings

E-mail Accounts

‘ou can add or remave an account, You cgeeElect an account and change ks settings,

E-mail | Data Files | BsFTeeds I SharePaint Lisks I Internet Calendars | Published Calzndars I Address Books

g Mew S Repair. .. fr‘ Change... o Set as Default )( Remove & &

Selected e-mail account delivers new e-mail messages ta the Following location:

Mailbox - Sandy Ellis’ Inbox

Clase
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3. Select Microsoft Exchange, POP3, IMAP or HTTP.
Click Next.

Add New E-mail Account x|

Choose E-mail Service

& Microsolt Exchange, POP3, IMAP, or HTTP;

Connect ko an e-mail account at your Inkernet service provider (ISP or your
organization’s Microsaft Exchange server.

" gther
Connect ko a server bype shown below,
Outlook Mobile Service {Text Messaging)

= Back I et = I Cancel

Add New E-mail Account Settings

4. Your Name: (your own name and email address)

5. E-Mail Address: Self explanatory

6. Password/Retype Password: the same password you
use to access your email when going to the web. You may use
alpha, numeric, or special characters. Length is not
limited.

add New E-mail Account

Auto Account Setup
Clicking MNesct will contact vour e-mail server and configure wour Internet service provider or Microsoft
Exchange server account settings,

|J0hn Do
Example: Barbara Sankavic

Your Name:

E-mail Address: |J0hnDDE@]doe.coml

Example: barbara@contoso, com

Password: |****

Retype Password: I****

Type the passward your Internet service provider has given you,

[~ Manually configure server settings or additional server bypes

< Back I Mext = I Cancel

7. Click Next. You will need to wait a few minutes for
configuration.
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8.. When you see the “Congratulations” dialog, click Finish.

You will be returned to the “E-mail Accounts” dialog. You
may then click Close.

Complete configuration
10. Return to step#2 on previous page, select your new
account and click Change.

11. Verify the following settings:
Incoming mail server : pop3.techpro.com
Outgoing mail server (SMTP): smtp.techpro.com

9. You will receive an email in your inbox with subject
“Microsoft Office Outlook Test Message” as verification that
the setup was successful.

Add New E-mail Account x| X
Congratulations! Internet E-mail Settings
Each of these settings are required ko get your e-mail account working,
Configuring User Information Test Account Settings
Your Name: After Filling out the information on this screen, we
Configuring e-mail server settings. This might kake several minutes: John Doe retnmmerﬁj you test your account by dicking ‘tha
«  Establish network connection E-mail Address: Idoe@jdoe, com button below, (Requires network connection])
\/ Search for selis@techpro.com server settings (unencrypted) Server Information
« Logon to server and send a best e-mail message (unencrypted) Test Account Settings ... |
Account Type: POP3 vl
Incoming mail server: pop3.techpro,com
Your POP3 e-mall account is successfully configured, Outgaing mail server (SMTF):  [smitp techpro.com
Logon Information
User Mame: John Dol
Password: opskotepetor
¥ Remember passwaord
[~ Manually configure server settings
[ Require logon using Secure Password Authentication (SPA) More Settings ... |
< Back I Mext = I Cancel |

11. Click More Settings... Insure that “My outgoing server
(SMTP) requires authentication is checked as well as “Use
same settings as my incoming mail server”. Click OK.

nternet E-mail Settings A

General  DUbgoing Setver IConnection I Advanced I

¥ My outgoing server (SMTP) requires authentication
% Lse same settings as my incoming mail server

¢ Log on using

Lser Warme: I

Password: I
¥ Remember password
™| Require Secure Password suthentication (SPA)

" Log on to incoming mail server before sending mail

QK I Cancel

Setup is now complete!!
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