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1. Open up MS outlook 2007, click on Tools — Accounts Settings.
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2. In the E-mail tab, highlight your email account and click Change

r
Account Settings

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

E-mail ||Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

o New... 3¢ Repair... '@ Change... @ Set as Default X Remove 4 8

Mame Type

john@netbay.com.au POP/SMTP (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Personal Folders\Inbox

in data file C:\Usersikeith\AppData‘Local\MicrosoftiOutlook\Outook. pst
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3. Click on More Settings

Add New E-mail Account ﬁ

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

User Information Test Account Settings
Your Name: [1ahn smith ' After filing out the information on this screen, we

: recommend you test your account by dicking the
E-mail Address: john@netbay.com.au button below. (Requires network connection)
Server Information

R . [TestAccountSetﬁngs... ]

Account Type: POR3 IE'
Incoming mail server: .pop.ne.ﬂ::ay.mm.au '

Outgoing mail server (SMTF): 'wﬁm.neﬂaay.com.au

Loegon Information
User Mame: iohn@netbay.com.au
Password: FEEEEE

Remember password

[ Require logon using Secure Password Authentication (SPA) More Settings ...

<Back || MNext> | | cancel |
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4. Click on the Advanced tab

Internet E-mail Settings

General | Oubgoing Server || Connectid) |-':'-'2|'~"E'"'I'IE'2| |

Setrver Port Mumbers

Incoming server (POP3): Use Defaults

[ ] This server requires an encrypted connection (550

Cukgaing server (SMTP:

[ ]This server requires an encrypted connection (S5L)
Server Timeouks

Short ~ ) Long 1 minuke

Delivery

Leave a copy of messages on the server

Remove From server after days

[ ]remove From server when deleted From 'Deleted Items'

(] 4 ] [ Cancel
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5. Adjust Server Timeouts to 5 minutes, click OK

Internet E-mail Settings ['5_(|

ceneral | Oukgoing Server Cnnnectiun| Advanced
Server Port Mumbers

Incoming server (POP3; Use Defaults

[]This server requires an encrvpted connection (SSL)

Qubgoing server (SMTPI:

[ This server requires an encrypted conneckion (S5L5

Server Timeouts

5 minukes

Delivery

Leave a copy of messages on the server

Remove from server after days

[ ]remove From server when deleted from 'Deleted Tkems'

[ oK l [ Cancel

6. Click on Next then Finish
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