Manually Creating New LPHA IMail Account in Outlook
(Depending on your version of Outlook you are using the screenshots below might differ
slightly from what you see but the steps should be the same)

1. Onyour pc, click on Start, Control Panel (or Start, Settings, Control Panel). Open the Mall
icon.
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2. Click on Email Accounts:
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E-mail Accounts

3 Setup e-mail accounts and directaries.
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Data Files

s, Thange settings for the Files Cutlook uses o Data Files, .. I
\QQ store e-mail messages and documents, =

Profiles

Setup multiple profiles of e-mail accounts and Shaw Profiles. .. I
data Files, Typically, vou only need one, —

Close I

3. Click New.
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Account Settings x|

E-mail Accounts
vou can add or remgve an account. Yoo can select an account and change its settings.
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4. Typein Your Name (e.g.) Bob User, your Email Address (e.g.) userb@Ilpha.mopublic.org, and
your new account Password, and retype your Password. Check Manually Configure Server
settings or additional servertypes.

Add New E-mail Account x|

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

Your Name: IBob User

Example: Barbara Sankowic

E-mail Address: Iuserb@lpha.mopublic.org

Example: barbara@contoso,com

Password: I********

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

Type the password your Internet service provider has given you,

I Manually configure server settings or additional server bypes:

< Back I Mext = I Cancel

5. Click Next.

Add New E-mail Account x|

Auto Account Setup

Your Name: IBUb User

Example: Barbata Sankawvic

E-mail Address: |userb@|pha.mopublic.org

Example: barbara@contoso, com

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

Type the password vour Internet service provider has given you,

i~ Manually configure server settings or additional server bypes:

< Back I Mext = Cancel

6. SelectInternet Email, click Next.
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Add New E-mail Account x|

Choose E-mail Service

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

¢ Microsoft Exchange
Connect ka Micrasoft Exchange For access ba your e-mail, calendar, contacts, Faxes and voice mail.

" Dther
Connect ko a server bype shown below,

Microsoft Mail
Movell Group'wise
Outlook Maobile Service (Text Messaging)

< Back I Mext = I Cancel |

7. Type webmail.mopublic.org for Incoming and Outgoing mail server, type in User Name
(same as email address) userb@Ilpha.mopublic.org and your new account Password, check
Remember password, click on More Settings.

_’ Add New Account ﬁ

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

User Information Test Account Settings

Your Name: Bob User After filing out the information on this screen, we

recommend you test your account by dicking the button

E-mail Address: userb @lpha.mopublic.org below. (Requires network connection)

Server Information
Test Account Settings ...
Account Type: POP3 -

" . v : )
Incoming mail server: webmal.mopublic.org [¥ Test Account Settings by dicking the Next button

Deliver new messages to:
Outgoing mail server (SMTF): webmail.mopublic.org

Logon Information

User Name: userb @lpha.mopublic.org
Password: ,r

[¥ Remember password

™ Require logon using Secure Password Authentication (SPA) More Settings

(¢ New Outlock Data File
" Existing Outlook Data File

< Back | Mext = | Cancel |

8. Click on Outgoing Server.

Internet E-mail Settings x|

General | Dutgoing Server | Commection | Advanced

Mail Account

Type the name by which you want to refer to this account, For
example: "Wark! or "Micrasoft Mail Server"

Iuserb@\pha .mopublic.org

Other User Infarmation

Drganization: I

Reply E-mail; I

Ok I Cancel |

9. Select the options ‘My outgoing server (SMTP) requires authentication’ and ‘Use same
settings as my incoming mail server’.
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General  Qutgoing Server |C0nnecti0n | Advanced |

nternet E-mail Settings x|

¥ My outgoing server [SMTP) requires authentication:

' Use same settings as my incoming mail server
= Log on using

User Marne: I

Eassiord: |
¥ Remember password
I™ | Require Secure Password Authentication (SRA)

= Lag on ko incoming mail server before sending mail

K Cancel |

10. Click Advanced Tab Enter the Server Information as listed in image below.
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_E Internet E-mail Settings @

| General | Ckgoing Server | Conneckion | Advanced |

Server Port Mumbers

| Use Defaults

This server requires an encrypted connection (3500
Qubgoing server (SMTPL 465

Incoming server (POP3):

IJse the Following kype of encrypted conneckion: | 350 |E|
Server Timeauks
Shark d Lomng 1 minuke
Delivery

[|Leave a copy of messages on the server

Remove From server after | 14

Remove from server when deleted from 'Deleted Ikems'

(4 ] [ Cancel

11. Click OK
12. Click Next.



Add New E-mail Account

Internet E-mail Settings

Each of these settings are required to get vour e-mail account warking.

User Information

Your Marne:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Qutgaing mail server (SMTR):
Logon Information

User Mame:

Password:

IBob User
Iuserb@lpha .mopublic.arg

IPOP3 - I
Imail .mopublic.org
Imail .mopublic.org

Iuserb@lpha .mopublic.arg
I********

¥ Remember password

™ Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

After filing aut the infarmation on this screen, we
recommend you test your account by clicking the
button below. (Requires netwark connection)

Test Account Settings ... |

IMore Settings |

< Back I Mext = I

Cancel

13. Click Finish. Close Account Settings, close Mail Setup.

ge E-mail Account

N

Congratulations!

account,

To close the wizard, click Finish.

‘fou have successfully entered all the information required to setup vour

< Back




