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Outlook

If you have Microsoft Office installed, you may prefer to use Microsoft Outlook for sending and
receiving email. Use the following guide to help you setup most versions of this popular email

client.

1) From the main menu, choose Tools and then E-mail Accounts.

Outlook - Email Setup Guide

(* If your version of Outlook has simply ‘Accounts’ listed (Office 2000), please follow the
in structions about how to set up Outlook Express).
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Outlook - Email Setup Guide (Continued)

2) Select Add a new e-mail account and click Next.

Emaildcomts 21
E-miail Accounts q
You can changs the e=mail accounts and directories that Cuthook uses, :
E-mail

f* Add & new e-mail sccount
" Shew or change existing e-mall accounts

Directory
™ Add & new dirsctory or address baak

£ Niew or change existing directories or sddress books

Mest » Chose |
3) Select POP3 as your server type and click Next.
Emallaccounts 2] %]
Server Type
¥ou can choose the type of sarver your nevw e-mal acount wall wark with,

" Microsoft Exchange Server

Connect bo an Exchange server to read e-mail, access public Folders, and
share doounnents.

=~ pPOP3

Connect bo & POP3 a-mail server to dovnilosd
vl &=mail,

" IMAP

Connect bo &n IMAP e-mail server to dovnload e-mal and synchronize
maibox Folders,

" HTTP

Connect bo an HT TP e-mall server such as Hoiomad bo dosndoad e-mail and
synchronize mailbox Folders,

" Additional Server Types
Connect bo another workgrowp o Srd-party mall server,

£ Back et Cancel




Outlook - Email Setup Guide (Continued)

4 ) Enter these settings into the appropriate fields in the screen shown below.

(1) Enter your name as you wish it to be viewed by the people to whom you send your
email.

(2) The “E-mail Address” is in the format username@’your domain’ - where ‘your domain’
is the user name that you siged up with (for example your moose.co.uk), and username
is the username that you chose when you signed up.

Server Information:

(3) Incoming mail server (POP3) is you domain name (last part of your email)

(4) Outgoing mail server (SMTP) is smtp.moose.co.uk

(5) The “User Name” field should be filled with your username - the username that you
chose when you subscribed.

(6) The password field should be filled with the password that you selected on signup
but note that you will not be able to see it as you type (it will appear asterisked).

When you have finished entering these email settings, click on the More Settings
button.

Internet E-mail Settings (POP3)

Each of thess settings are required o get your e-mal scoount warking, -
User Information Server Informnation
Your Narme: [ifour Mame Incoming mail server (POP3): |
E-mad Address: Oukgoing mal server (SMTP): |
Logon Information Test Settings

Mare: Aftar Filling out the information on this sorsen, we
== Jusername recommend vou best vour account by dicking the button
Pﬁsm; [.u..;j.ﬁ.".ﬁ b, I:Ftu:plas n-a-tw:n‘hcurn::th:n:l
¥ Remember password Test Account Setkings ... I
I Log on using Secure Password
Authentication {SPA) More Sattings ...
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Outlook - Email Setup Guide (Continued)

5) In the ‘More Settings’ menu, go to the Outgoing Server tab and ensure that
My outgoing server (SMTP) requires authentication is NOT selected. Then
click OK and you will be returned to the previous menu. Click Next to continue.

Internet E-mail Settings F 2] x|

General Outgoing Server Ennnectinnl.&dvanced

[ My outgoing server (SMTP) requires authentication

{* |lse same settimgs as iy incoming mail server

i L @ wsing

Iser Mame:

Fassword;

I¥ Remember password

r Log omusing Secure Password Suthentication

€ Log on bo incoming mai server before sending mail

Ok, I Cancel
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6) Click Finish to complete setting up your mail settings.
E-mail Accounts 2x|
Congratulations!

You have successfully ertersd ol the infarmation required bo setup your Sccount,

To dose the wizard, click Finish.

Finizh




