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Click on Add a new e-mail account.

E-mail Accounts

E-mail Accounts
ou can change the e-mail accounts and directories that Outlook uses. ]

E-mail

{* 8dd a new e-mail accounti

(" Wiew or change existing e-mail accounks

Directory
™ &dd a new directory or address boak.

" Wiew or change existing directories or address books

| Hest = | Cloze

Click on Next

In the Server Type window click on IMAP

E-mail Accounts

Server Type
You can choose the bype of server your new e-mail acount will work with, ]

(" Microsoft Exchange Server
Connect ko an Exchange server ko read e-mail, access public Folders, and
share documents,

" POP3
Connect ko & POP3 e-mail server to download

Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbox Folders,

" HTTP
Connect ko an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbo:x Folders,

" additional Server Types
Connect ko another waorkgroup or 3rd-parky mail server,

¢ Back | Mest » | Cancel

Click on Next
You are now required to use Secure Authentication to pick up your email.
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Fill in your information.

E-mail Accounts

Internet E-mail Settings (IMAP)

Each of these settings is required to get vour e-mail account warking., .
User Information Server Information
Your Mame: |F'he|:ue Merkes Incoming mail server (IMAPY: |rnai|.phe|:uemertes.n:-:um
E-mail Address: |phebe@phebemertes.cum utgoing mail server (SMTP): |mai|.|:|hel:uemertes.cn:um

Logon Information

User Marne: |pmertes

Passward: |*********|

v Remember password

| Log on using Secure Password
guthentication (SPA) More Setkings ...

< Back Mest > Cancel

User Information
Your Name: Fill in your name like you want it to appear on your emails.
E-mail Address: Fill in the address you want to display and be replied to.

Server Information
Your Incoming and Outgoing Mail servers are mail.yourdomainname.com (or org)

Logon Information

Your user name is your first initial and your last name all in lower case letters.

Your password is whatever misite.net assigned it to be. You may need to call to get it.

You can click the Remember Password if no one else uses your computer and you don’t want to
type it in each time.

Do not put a check in the box that says Log on using Secure Password Authentication (SPA).

Now you need to click on the More Settings button.

6 Feb. 2006 Page 3 of 7



Click on the General tab.

Internet E-mail Settings

General | Dutgoing Server] Eonnection] .&dvancedl

Mail Account

Tvpe the name by which you would lilke to refer to this
account. For example: "work! or "Microsoft Mail Server”

mail phebemertes. com

Other User Information

Qrganization: |Mertes Inkernet

Reply E-mail; |phebe@phebemertes.com|

o]

Cancel |

MISITE.NET HOW TO

You can type the name of your organization and the reply email you wish for them to use in here.
This is kind of like adding a letter head to your email.

Now click on Outgoing Server.

Internet E-mail S5ettings

General Outgoing Server Eonnectinn].ﬁdvanced]

v My outgoing server (SMTP) requires authentication

" Use same settings as my incoming mail server

* Log on using

User Mame: ||:|mertes

Passwiord: |*mmm***mm

v Remember password

| Log on using Secure Password Authentication

= |

Canicel |

Put a check in the box My Outgoing Server (SMTP) requires authentication
Put a dot in the Log on Using
Put in your user name and your password

Do not check the Log on using Secure Authenticated Password.
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Now click on Connection

Internet E-mail Settings

General] Outgoing Server  Connection ].ﬂ«dvancedl

4 Please specify the bype of connection ko use For e-mail,
2

Conneckion

{¢ Connect using my local area network (LARNY:

[~ Connect via modem when Cutlook is offline
™ Connect using my phone line

(" Connect using Inkernet Explorer's or & 3rd parky dialer

Modem

-]

ok, | Cancel |

This is to be set to what ever setting you use to access the Internet, you most likely will not need
to change this if you were getting your email before.

Now click on the Advanced tab.

Internet E-mail Settings

General] Outgoing SEr\-'er] Connection ."-".dvancedl

Server Port Numbers

Incoming server (IMAR): Use Defaults

[ This server requires an 55L-secured connection (550

CQukgoing server (SMTR): 25

[ This server requires an 5SL-secured connection (550

Server Tinmeouts

shart = == Long 1 rnirnuke

Folders

Raoot Folder path: |

oK | Cancel

Nothing should be checked in these fields.
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Now click on Oka

MISITE.NET HOW TO

. Then click on Next. And it says Congratulations!

E-mail Accounts

Congratulations!

Ta close the wizard, click Finish.

ou have successfully entered all the inFormation required ko sekup wour account,

Now you can go and pick up your email. Outlook creates a new box under the new IMAP
account name and then an IN box. You can click on this folder to make it synchronize your

desktop mail folder with the server’s folder.

You have to click on the inbox under the new account name to

@ Inbox - Microsoft Outlook
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get it to synchronize your email
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If you need to edit something in your settings —
Go to Tools on the Top Menu bar and choose email accounts. This time click on View or change
existing e-mail accounts.

E-mail Accounts

E-mail Accounts
‘fou can change the e-mail accounts and directories that Cutlook uses, P

E-mail
" Add a new e-mail accounk

{* Miew ar change existing e-mail accounks:

Directory
" add a new directory or address boaok

" View or change existing direckories or address books

| Mest » | LCloze |

Now you choose which account it is you want to Change.

E-mail Accounts

E-mail Accounts
‘ou can seleck an account and change its settings ar remave it :

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

Marne | Type Change...
mail. saveourstreetsministries, arg POPISMTP (Default)
IMAPRSMTR

hebemerkes,com

Remove

o

Set as Default

Movve Up

< |

L

Deliver new e-mail ta the Fallowing lacation:
Personal Folders j Mew Cutlook Data File..

:

< Back Firnizh Canicel |

Visit http://www.misite.net/howto for our FAQs on error messages and problems you might
encounter.

If you have any problems, call Misite.net. 979-690-0338.
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