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New Email Setup

1. Open Microsoft Office 07
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2. Go to the Tools menu & Select Account Settings
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3. Inthe top left hand corner click on New

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

|!.ﬂ'é-:mmlmm]mmmlhmtmmlmmm!mm;

Type

4. Atthe bottom of the page tick the tick box; ‘Manually configures server settings or
additional server types’ & click the Next Button.

Add Mew E-mail Account E

Auto Account Setup

Your Nanie: | |

Example; Barbara Sankowic

E-mail Address: | |

Example: barbara@contoso, com

Password: | |

Retype Password: | |

Type the password vour Internet service provider has given wou,

[¥]Manually configure server settings or additional server types:

< Back |I Mext = I[ Cancel
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5. From the list, select Internet E-mail & click the Next button.

Choose E-mail Service

Connect to your POP, IMAPR, or HTTP server to send and receive e-mail messages.

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

) Other
Connect to & server type shown below.

Fax Mail Transport
Outlook Mobile Service (Text Messaging)

Add New E-mail Account @

< Back ][ Mext = ][ Cancel
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6. Enter the settings required for the service listed below & click the Next Button.

Your Name: Your Name. (EG John Smith)
Email Address: user@sctelco.net.au
Account Type: POP3

Incoming Server: mail.sctelco.net.au

Outgoing Server: smtp.sctelco.net.au
User Name: user@sctelco.net.au

Password: Your SCTelco Email Address Pasword

Add Mew 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 Mame: Your Name After filing out the information on this screen, we
recommend you test your account by dicking the

E-mail Address: user @sctelco.net.au button below. (Requires network connection)

Server Information

Account Type: POR3 Iz'

Incoming mail server: mail. sctelco.net.au

[ Test Account Settings ... ]

Qutgoing mail server (SMTF): smtp.scteloo.net.au
Logon Information
User Mame: user @sctelco.net.au

Pazsword: s

Remember password

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

< Back ][ Mext = l[ Cancel ]
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7. You have now completed the email setup, click the Finish button.

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish,

<Back || Finish |
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Remove Old Email Account

1. Open Microsoft Office 07
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2. Goto the Tools menu & Select Account Settings
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3. Highlight the Account you wish to remove & click on Remove At the top of the page.

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

{E-mail || Data Files | RSS Feeds | sharePointLists | intemet Calendars | published Calendars | Address Books |

user @sctelco.net.au POP/SMTP (send from this account by default)

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

Personal Folders\Inbox
in data file C:\Users\Brady\AppData LocalMicrosoftiOutiock\Outiook. pst

4. Confirm you have selected the correct account & click the Yes Button

@ Are you sure you want to remove the 'user@sctelco.net.au’ account?
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Leave a copy of message on the server

1. Open Microsoft Office 07
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3. Highlight The account you wish to change & click on the Change button

Account Settings @

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

| Data Files | RSS Feeds | SharePoint Lists | Internet Calendars I Published Calendars | Address Books

o Mew... e Repair §. ﬁf‘ Change... }( Remove
o
Mame Type
user@sctelco.net.au POP/SMTF (send from this account by default)

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

Changs Folder | Personal Folders\Inbox

in data file C:\Users\Brady\AppDataLocal Microsoft\DutiookDutlook. pst

4. In the bottom Right hand corner, click on the More Settings button.
Change 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 Mame: Yaur name After filing out the information on this screen, we

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

Test Account Settings ... ]

Account Type: POP3
Incoming mail server: mail sctelca.net.au

Qutgoing mail server (SMTF): | smip, sctelco.net.au

Logon Information

User Name: user @sctelco.net.au
Password: [PUS—
Remember password

More Settings ...

["] Reguire logon using Secure Password Authentication (SPA)
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5. At the top of this page, click on the Advanced Tab

Internet E-mail Settings

General |Dutguing Server | Connectio .ﬁ.d'uan::ed|

Mail Account

example: "Work" or "Microsoft Mail Server”

user@sctelco.net.au

Type the name by which you want to refer to this account. For

Other User Information
Organization:

Reply E-mail:

| o

] [ Cancel

11
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6. At the bottom of this page, you will have three tick boxes. Ensure the following boxes are
ticked & click the OK button.
- Leave a copy of messages on the server
- Remove from server after 10 Days
- Remove from server when deleted from ‘Deleted Items’

s "

Internet E-mail Settings @

| General I Outgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): 110 IUse Defaults

[ This server requires an encrypted connection (S5L)
Qutgoing server (SMTF): 25

IUse the following type of engrypted connection: | Mone |E|
Server Timeouts
Short Long 1 minute
Delivery

Leave a copy of messages on the server
Remove from server after g |2 days

[¥]Remove from zerver when deleted from 'Deleted Ttema'

Ok ] [ Cancel




