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How to set up E-Mail in Outlook 2007

Click on start 25" o the bottom left side of your screen.

Select Programs and then click on Microsoft Office:

fﬁ Programs

Y ] Accessories
% Documents k ) Games
G' Settings > i Internet Applications
- Search A& Microsoft Office
©) Help and Support i Multimedia Center For Think Offerings
Z7 Run...

) SoundMax

Click on Microsoft Outlook 2007:

Click Next on the Outlook 2007 Startup screen:

Outlook 2007 Startup

Outlook 2007 Startup

process of configuang Outlook 2007.

 Ciick Here |
Next > N Cancel |
\

Welcome to the Outook 2007 Startup Wizard, which wil gude you through the
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5. On the Account Configuration screen make sure that “Yes” is selected:

Account Configural

E-mail Accounts

tion X|

‘ou can configure Outlook ko connect ko Internet E-mail, Microsoft Exchange, or

other E-mail

* Yes
" No

server, Would you like to configure an E-mail account?

Make sure that
the radial button is
selected nextto
"Yes".

Click Here

< Back I MNext =

6. On the Add new E-mail Account screen fill in Your Name, your Meredith E-mail Address

Note:

Please click on the b

Auto Account Setup

Clicking MNext will contact your e-mail server and configure yvour Internet service provider or Microsoft
Exchange server account settings.

Your Name: ICT
Example: Barbara Sankovic

E-mail Address: |training@meredith.edu Fill in Your Name.

Example: barbara@contoso.com your Meredith E-mail
Address and
Password: I******** password.

Retype Password: I********

Type the password your Internet service provider has given you.

ox next to “Manually configure server settings or additional server types” before you click Next.

I Manually configure server settings or additional server types

Click Here

< Back Cancel
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7. Select the Internet E-mail option under “Choose E-mail Service”:

Add New E-mail Account x|

Choose E-mail Service

@ntemet E-mail

= Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

" Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail,

" Other
Connect to a server type shown below,

Outlook Mobile Service (Text Messaging)

| Click Here !

< Back MNext = Cancel |

8. Complete the Incoming mail server and Outgoing mail server with the following:
whiterabbit.meredith.edu Please fill in the User Name with your Meredith email-no
password is necessary. Then click on Test Account Settings.

Add New E-mail Account x|

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

User Information Test Account Settings

Your Name: ICT After filling out the information on this screen, we
recommend you test your account by clicking the

E-mail Address: Itraining@meredith.edu button below. (Requires network connection)

lick HMoro

Server Information
Test Account Settings ..

Account Type: Ip0p3 j

Incoming mail server: |whiterabbit. meredith. edu

Outgaing mail server (SMTP): |whiterabbit.meredith.edu

Logon Information

User Name: Itraining@meredith.edu

Password: l

I~ Remember password

I~ Require logon using Secure Password Authentication (SPA) .
More Settings ... |
< Back I Mext = I Cancel |
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9. When the “Enter Network Password” box pops up, insert your Meredith email password,
then click OK.
=2

Outlook is testing the account settings you entered. Stop |

Tasks I Errors | tion on this screen, we

Tasks | Status I account by clicking the

stwork connection)
> Log onta incoming mail server (oot B

Send test e-mail message Enter Network Password x|

{f\./ Type your user name and password,

Server l whiterabbit. meredith.edu
Logon Information User Name: |training@meredith.edu
=il trair Password: ||
e I_ I~ Save this password in your pass
[~ Reme =

OK  Cancel l

TIOTC JOTar gy, |

™ Require logon using Secure Pas:

< Back | Mext > | Cancel l

10. You should see the Test Account Settings box with the word “Completed” under Status.
Then click on the “Close” button.

Add New E-mail Account x|
Test Account Settings

Congratulations! all tests completed successfully. Click Close to continue.

Tasks l Errors I tion on this screen, we

| account by clicking the
stwork connection)

Tasks I Status
v Log onto incoming mail server (POP3) Completed
\/ Send test e-mail message Completed J

Logon Information

User Name: ltraining@meredith.edu

Password: |

[~ Remember password

I Require logon using Secure Password Authentication (SPA) .
More Settings ... I

< Back | Mext = | Cancel |
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11. This next step is essential to the success of setting up your email account.
Click on the “More Settings” button on the “internet E-mail Settings screen.

Add New E-mail Account X|

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

User Information Test Account Settings

Your Name: ICT After filling out the information on this screen, we
recommend you test your account by clicking the

E-mail Address: |training@meredith.edu button below. {Requires network connection)

Server Information
Test Account Settings ...

Account Type: |p0p3 LI

Incoming mail server: lwhiterabbit.meredith.edu

Outgaing mail server (SMTP): |whiterabbit meredith.edu

Logon Information

User Name: |training@meredith.edu

Password: |

Ri b d
I~ Remember passwor Click Here

I” Require logon using Secure Password Authentication (SPA)

12. Click on the Outgoing Server tab, select My Outgoing server (SMTP)... then click on the
radial button “Use same settings as my incoming server”. Click OK

Internet E-mail Settings X|

General Outgoing Server IConnection | Advanced |

[V My outgoing server (SMTP) requires authentication
¢ Use same settings as my incoming mail server
" Log on using

User Mame; l

Password; I
IV Remember password

™ Require Secure Password &uthentication (SP&)

" Log on to incoming mail server before sending mail

Click Here

Cancel
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Click Next and you should see the following Screen:

addNew E-mail Account x|

Add New E-mail Account

Congratulations!

‘YYou have successfully entered all the information required to setup vour
account,

To close the wizard, click Finish.

< Back | Finish |\l_|

Click Finish and you have successfully set-up Outlook 2007.




