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How to check your email in Outlook?

For step-by-step instructions, use the following links depending on the version of Outlook you use.

Before you proceed, find out what version of Outlook you are trying to setup —

OULIOOK 2007 oottt e Page 1
OULIOOK et Page 5
OULIOOK EXPIESS ..ccieiiiiieeeeeeeecittte e e e eeevrrre e e e e e e eanvannee s Page 8
Outlook 2007

1. In Outlook 2007, from the Tools menu, select Account Settings.

Tools igctiuns Help

Send/Receive k

é Instant Search k
:ILﬂ Address Book... Ctrl=5hift+B

H % Organize

Rules and Alerts...

Out of Office Assistant...

Mailbox Cleanup...

Empty "Deleted Items™ Folder

] @l

Recover Deleted Items...

Farms k
Macro F
Account Settings...

Trust Center...

Customize...

Dptions...
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2. On the E-mail tab, click New.

Account Settings

E-mail Accounts
Wou can add or remove an account, You can select an account and ch

|Data Files I RS5 Feeds I SharePaint Lisks I Inkernet Calendars I F

o Mew... |5 Repair.. ' Change... €% SefasDefaul X Rem

Mame | Tvpe

3. Select Microsoft Exchange, POP3, IMAP, or HTTP and click Next.

Add New E-mail Account

Choose E-mail Serrice

i* Microsoft Exchange, POP3, IMAP, or HTTP

Caonneck ko an e-mail account at your Internet service
arganization’s Microsoft Exchange server,

" Other
Conneck ko a server bype shown below,
|Out||:u:|k Mobile Service (Text Messaging)

4. Check Manually configure server settings or additional server types and click Next.

¥ mManually configure server settings or additional server types

5. Select Internet E-mail and click Next.

Add New E-mail Account

Choose E-mail Service

{* Internet E-mail
Conneck ko your POP, IMAP, aor HTTP server to send ani

" Microsoft Exchange
Conneck ko Micrasoft Exchange For access ko waur e-ma

" Other
Conneck ko a server type shown belaw,
Ctlook Mobile Service (Text Messaging)

6. Enter the requested information:
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0 Your Name: your name
o Email Address: the email address the messages will be sent from
0 Account Type: POP3
0 Incoming Mail server: mail.domainname.xyz
0 Outgoing Mail server: mail.domainname.xyz
0 User Name: the full email address
o Password: the password for the email address

add SewE-mail Accouet =

EnbeErnet E-meail Settings

Each of thise seCtings ank neguinsd 1o get wour e-nal a0count working,

Uber Enformnation Test Acoount Settings
Wour Name: W At Fillreg out the information on this scresn, we
recommend you best your sooount by dhcking the
E-mail Address: FE;dmﬂ-. o bastton belowy, (Requires network conneckion )
Server Inlarmalion
Test Account Sattings ..
drrount Type: PP -

Incoming mal server: E.CD"!'I.EE"
Cubgeireg mal geroer (SMTR): ﬁa.nn*mn.rm-

Logon Information
s N e
Bazmwaord: W
[ mEmsmbar password
™ Regure logon using Secure Password Autherkication (SF8) e Settings ..

cpak [ wers | concel |

7. Click More Settings.

8. On the Outgoing Server tab, check My outgoing server (SMTP) requires authentication.
x

General  Dutgeing Server |Cc-nnectic-n | Advanced |

¥ My outgoing server (SMTR) requires authentication
[ Use same settings as my incoming mail server
" Log on using

ser 4ame: I

Password; I
¥ Remember password
™ Require Secure Passward| Authentication (SPA)

" Log on ko jncoming mail server before sending mail

[o]4 I Cancel
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9. Select Use same settings as my incoming mail server and click OK.
10. Click Test Account Settings to verify everything is configured correctly.

11. Click Next and then click Finish.
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Outlook

2.

1.

r.

r.

® Inbox - Microzoft Outlook

In Outlook, from the Tools menu, select Email Accounts.

File  Edit

Wi

E

Favorites

L
=
(a1}
=
4
(i
L
»
2

Folder List

= Outlook Today -
----- B Calendar
----- §% Contacts
----- @ Deleted ltemes
----- B Drafts
[#-4E2 Inbox

{ﬁ Journal

----- £ Sent [tems
- € Tasks
-3 Personal Folders
&3 Personal Folders
#-3 Public Folders

Toolz i Action:  Help
Send/Receive b K
Send/Receive Settings »
Dial-Jp Connection »
[ Addreszs Book. . Clrl+5hift+B
Find Chl+E
Advanced Find...  Chil+Shift+F  F-
Find Pubiic Folder... ; ’;
% Organize
&
Eormz 2
Macro »
E-mail Azcounts. . | .
Customize... b |

Select Add a new email account and then click Next.

E-miail Accoants

Directory

i an charge the e-mal accounts and directories that Cutlaok uses,

<

™ Add & new directery or sddress book.

(5o ]
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3. Select POP3 and then click Next.

E -maill Accounts

4. Enter your email information:

Your Name: your name

Email Address: the email address the messages will be sent from
Incoming Mail server (POP3): mail.domainname.xyz

Outgoing Mail server (SMTP): mail.domainname.xyz

User Name: the email address used to log into the webmail interface
Password: the password for the email address

O O o0 o0 oo

E -maill Accounts

5. Click on More Settings and select the Outgoing Server Tab.

6. Check My outgoing server (SMTP) requires authentication.

103-12568 72™ Avenue, Surrey, British Columbia V3W 2M6 Canada
(604) 484-8242 e info@genesysdesigns.ca ® www.genesysdesigns.ca



GENESYS D=SIENS

7. Select Use same settings as my incoming mail server.

Internet E-mail Settings

8. Click Ok. Click Next. Click Finish.

E -mail Accounts
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Outlook Express

1. In Outlook Express, from the Tools menu, select Accounts...

pok Express

Wigw | Tools Message Help

Send and Receive »

Synchronize All
[ ) ]
- Synchronize Account

MMark fior Offline L
- fddress Book. . Ctrl+Shift+B d;—_‘

&dd Sender to Address Book 1
Hers
® (46  Message Rules 3 J
¢ MaM Messenger Service F
Items [y Enlime Skatus L
|ted It
c IMAP Folders. .,

Accounts. ..
al (5) Mew Account Signup k
host [ options...

|

2. A box will appear. Click Add and select Mail.

| 2]

Mews, ..

:l_ Remave | Directory Service. ..
Properties |
Set az Default |

3. Enter your name as you want it to appear on your emails and click Next.

I Internet Connection Wizard e

Your Mame

‘Whien pou send e-mal, vous name will appear n the From lield of the oubgoing messags.
Type pour name a2 pou would [le it bo appear.

[izplay name: IWJI name
For examples Jobhn Smith

£ Back I Mext » I Cancel
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4. Putinyour email address, which consists of a user you set up in webmail and
@yourdomain.xyz, and then click Next.

| Internet Connection Wizard g

Internel E-mail Addrezs

“four e-mail address iz the addiess other people ue to sand e-mail mezzages o wou,

= | akeady have an e-mail addess that 1'd Be bo uss,

E -mail addrazs: |yuu@‘-,mrdumain ez

For example; somecns@miciosolt com
= I'd ik to sign up for & new account flom: | Holmad x|
¢ Back Nest > Cancel |

5. Set the server type as POP3.

6. Forincoming and outgoing mail servers, enter mail.yourdomain.xyz (where
yourdomain.xyz is your domain name and extension such as .com).

| Intermet Connection Wizard

I

E-mail Server Names

My incomng mal serveris & (POP3 - | server.

Incoming mal [POP3, IMAP or HT TF) server.
|mail yourdomainname. com

£n SMTP zeaves iz the sesves that iz used for pour outgomg e-mad.
Dutgoing mad [SMTF] serer

[mail yourdamainname. com

<Back | New> |  Cancal |

7. Click on Next.

8. Enter your email address for the Account Name. Enter the password you set for this
account.
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Note: Do NOT check the box "Log on using Secure Password Authentication".

Internet Connection Wizard =

Intemet Mail Logon

Type the account name and passwand pour Inbernet sendce pravider has gren you,

Apcount name: JusenEypoLrdomnainnanne. comm

Passwacd: |um<n|
[v¥ Femsambsr passvword

If wour Intemet service peovider equines wou 1o use Secure Password Authentication
[SP4] bo secess your mail sccaurt, select the Log On Using Secune Passwerd
Authenbication [SPAT check box.

™ Log on wsing Secure Pazsword duthentication [SP4)

¢ Back Hest > Cancel |

9. Click Next and then click Finish. After you click Finish, you should see the following
window. If not, go to the Tools menu, and click on Accounts. After clicking Accounts the
window will appear. In this window, click on your domain until it is highlighted, then click

[intemet accounts 21X
Al Mal | Hews | Directoy Service | Add II
| Remonve I

Account | Type  Connection
fEimail yourdomainname.com — mail Any Avaiable

Froperties

Set as Defaull I
Inpsee... I
Export... I

St [rder I

on Properties.

10. When the next screen appears, click on the Servers tab. Under Outgoing Mail Server,
check the box next to My server requires authentication. Click Okay. Note: You MUST do
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this step so you can send mail from your domain.

¥ mail.yourdomain.uyz Properties 7| x|
General Servers | Eu:unneu:tiu:unl Securityl .ﬁ.dvancedl

Server Infarmation

ky incoming mail zerver iz a IF'EIF'3 TEIVEL

Incoming mail [POF3): Imail._l,lu:uurdu:umainname.u:u:um

Cutgoing mail [SMTR: I mail. yourdomainname. com

Incoming kail Server

Azcount narme: Iuser@ynurdamainname.cam

Pazzword: I““““
[v Remember password

[ Log on using Secure Password Authentication

Outgoing kail Server

¥ty server requires authentication Sethings... |
| k. I Cancel | Apply |

11. Now, you're ready to send and receive mail. To set up multiple accounts, follow these
steps again.

Alternatively -

Outlook Express Users
http://www.microsoft.com/windows/ie/ie6/using/howto/oe/setup.mspx

Microsoft Outlook 2003-2007
http://products.secureserver.net/email/email outlook.htm

We understand setting up mail in Outlook can be tricky. We are certain that the above links will
help you.
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