1. Open Outlook. Select Account Settings... from the Tools menu.

Tools iActions Help

Send/Receive >

Instant Search >

4 Address Book... Ctrl=Shift<B

%f] Organize

(51 Rules and Alerts...

Mailbox Cleanup...

@ Empty "Deleted Items” Folder
Forms »
Macro >
Account Settings... %
Trust Center...

Customize...

Options...

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

Account Settings @

E-mail Accounts
‘You can add or remove an account, You can select an account and change its settings.

E-mail |D;ta—F]lt;r}ESSFe;lsHgha?PountﬁLlstsH Internet Calendars | Published Calendars | Address Books |

o Mew... [\:’oh' Repair.., W Change.., € SetasDefault X Remove ® &
Name » Type

Close




3. Select "Manually configure server settings or additional server types™ and click Next
>,

Add New E-mail Account @

Auto Account Setup

Your Name: l

E-mail Address: | ‘

Manually configure server settings or additional server types

Back [ Next = [\l[ Cancel
Wy

4. Select Internet E-mail and click Next >.



Add New E-mail Account

Choose E-mail Service

(3) Internet E-mail
Connect ko your POP, IMAP, or HTTP server to send and receive e-mail messages.

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

() other
Connect to a server type shown below,

—_—

[ < Back ]l Next>{>&J [ Cancel

5. Enter the following information for E-mail Accounts.

o Your Name: Enter the name you wish recipients to see when they receive

your message.

o Email Address: This is the address that your contacts' email program will
reply to your messages. This is also the address that will get recorded in your
contacts' address book if they add you as a contact.

Account Type: POP3

Incoming mail server: Enter pop3.ivenue.com

Outgoing mail server (SMTP): Enter smtp.ivenue.com

User Name: Enter your full e-mail address

Password: If you wish for Outlook to save your password, check the box
labelled Remember Password and enters your password in the text field.
o Click More Settings...

O O O O O




Add New E-mail Account @

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

User Information Test Account Settings

Your Name: [ John Doe ‘ After filing out the information on this screen, we
' — recommend yvou test your account by clicking the

E-mail Address: Esample@yourdomain com | button below. {Requires network connection)

Server Information

[ Test Account Settings ... ]

Account Type: 'POP3 v ‘
1

Incoming mail server: ! pop3.ivenue.com l

Outgoing mail server (SMTP): ! smtp ivenue.com |

Logon Information

User Name: | sample@yourdomain.com ’
Password: ;************ J
Remember password
[[JRequire logon using Secure Password Authentication (SPA) More Settings ...

X

[ < Back ][ Next = ] [ Cancel ]

6. Click on the Outgoing Server tab, and check the box labelled My outgoing server
(SMTP) requires authentication. Then choose to Use same settings as my
incoming mail server



Internet E-mail Settings @

General | Folders | Outgoing Server | Connection || Advanced |

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server
(D Log on using

PR e
Ser Name. ‘ l

[ OK ][ Cancel ]

7. Click on the Advanced tab.
o Under Incoming Server (POP3), the port number should be set to 110.
o Under Outgoing Server (SMTP), the port number should be set to 587.



Internet E-mail Settings @

' General | Outgoing Server | Connection | Advanced |

Server Port Numbers

Incoming server (POP3): illU ‘ [ Use Defaults ]

[ This server requires an encrypted connection (S5L)
QIO
Outgoing server (SMTP): |587 l

Server Timeouts -
Short 7 Long 1 minute
Delivery

[[JLeave a copy of messages on the server

Remove from server after 10

Remove from server when deleted from 'Deleted Items'

ok N[ cancel |

8. Click OK
9. Click Next. Click Finish.



