Setting up Microsoft Outlook 2007

Open Microsoft Outlook. If it doesn’t ask you to
immediately to setup an account go to TOOLS, and
down to ACCOUNT SETTINGS.

Add New E-mail Account

Auto Account Setup

Check the box to
manually configure
server settings and

click NEXT

Manually configure server settings or additional server types
R W, F Back Mext > . Cancel
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Click next to continue. Be sure Internet E-mail is
selected and click next again. Now enter all your
personal information and server details as shown
below.

Incoming server names are pop3.ciaccess.com arnd

outgoing Is Smip.claccess.com. (Note: username is your
entire email address including the @ciaccess.com)

Add New E-mail Account | §'Z=-

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

 rlis . “.. |

User Information Test Account Settings
Your Mame: User Name After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: username@daccess.com button below. {Requires netwark connection) '
Server Information
t Account Settings ...
Account Type: POP3 E‘
Incoming mail server: pop3.ciaccess.com ‘_____-_— '
o Fillin the required ]
Outgoing mail server (SMTP): | smin, ciaccess.cam *——__| fields then click the !
Logon Information MORE SETTINGS p
boxes.
User Mame: username@daccess.com *-""--—-- '
Password: 0 [xewwwees *--""'—'— '
L,
Remember password -
[|Require logon using Secure Password Authentication (SPA) More Settings ... ’

.
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Once you have clicked the more settings box go to
the Outgoing server tab and check “My outgoing
server (SMTP) requires authentication”. This will

automatically check the “Use same settings as my
incoming mail server” which is what you want.

-
Internet E-mail Settings

| Generalil Outgaing Server |i:onnection I Advanced

My outgoing servefr‘m?}l requires authentication

+ @) Use same settings as my incoming mail server

*Log on using

F

[l Remember password L

1

[ Require Secfre Password Authentication (SPA)

T ogonto incomigig mail server before sending mail

requires authentication™. (this will
automatically check the use same
settings as my incoming mail server
which is what you want). Once
completed click OK

Check the "My Outgoing Server (SMTP) ’
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Click the Test Account Settings box. If you have
done everything properly you will get the below
window which will show COMPLETED.

-
Test Account Settings

Outlook is testing the account settings you enteredl. Once

completed
successfully
| click close

Tasks | Errors

Tasks Status

P} Log onto incoming mail server (POP3)
Send test e-mail message

In Progress

Watch here for
completed message

Close any of the dialogue boxes and your email
account should be successfully created.

If you wish you can send a test to
support@ciaccess.com.

Microsoft Outlook 2007 — Chatham Internet Access support line 519.358.4638



