SET UP AN EMAIL ACCOUNT - IN MICROSOFT OUTLOOK XP

1. Open Outlook

Go to Tools / Email Accounts
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2. Email Accounts

Select Add a new email account , click Next

E-mail Accounts [ X|

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

@.ﬁ.dd a new e-mail account
Yiew or change existing e-mail accounts

Directory

" add a new direchory or address book
 View or change existing directories or address books
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3. Server Type

Select POP3 , click Next

E-mail Accounts [ <]

Server Type
‘fou can choose the type of server vour new e-mail acount will work, with,

" Microsoft Exchange Server

ct to an Exchange server to read e-mail, access public Folders, and share

to a POP3 e-mail server to download your e-mail.

= IMAP

Connect to an IMAP e-mail server to download e-mail and swynchronize mailbox
fFolders.

" HTTP

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

" additional Server Types
Conneck bo another workgroup or 3rd-party mail server.
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4. Internet Email Settings (POP3)

Complete the following information

The User Name field should contain your mailbox username.
The Password field should contain your mailbox password.

Note: If you have domain hosted elsewhere you will need to put in your login details relating to that
provider otherwise use your Airnet mailbox and password.

E-mail Accounts E

Internet E-mail Settings (POP3)
Each of these settings are required ko get your e-mail account warking.

User Information Server Information

Wour Mame: IJDE Eloggs Incoming mail server (POP3): IpopS.airnet.net.nz
E-mail Address: Ijoe.bloggs@jbloggs.co.nz Qutgoing mail server (SMTP): Ismtp.airnet.net.nz|

Logon Information Tesk Sekttings

Lser Mame: Ijbloggs After Filling out the information on this screen, we

recommend vou test vour account by clicking the

Password; I************* button below, {Requires network connection)

¥ Remember password
Tesk Account Settings ... |
More Settings ... |

| | Log on using Secure Password
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Authentication (SPA)

5. Click More Settings



6. Click the Outgoing Server Tab

Ensure the My Outgoing Server (SMTP) requires authentication is ticked.
PLUS
Use same settings as my incoming mail server

Internet E-mailSetkings

Genekal Qubtgoing Server | Cofinectian I Advanced
aytgoing server (SMTP) requires authentication
& same settings as my incoming mail server

~ Log on using

User Mame: I

Password: I

¥ Remember passwaord
[™ | Log on using Secure Password Authentication (SPA)

” Log on ko incoming mail server before sending mail

a4 I Cancel

7. Click the Advanced Tab

Ensure Outgoing Server (SMTP) is 2525.

Internet E-mail Settings

General I Qutgaoing Server I donnection Advanced I

Server Port Mumbers

Incoming server (POP3): 110 Use Defaults |

[~ This server requires an encrypted connection (S5L)

Qutgoing server (SMTPY
[~ This server requives an encrypted connection (5500

Server Timeouts

Shart = F————— Long 1 minuke

Delivery

[™ Leave a copy of messages on the server

I~ | Remmyve From server aFterI 10 3: days

™| Remoye from server when deleted from ‘Deleted Tems!
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Press OK.

On next page click NEXT and then FINISH.



