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Setting Up Your BRETT-TEK Email Account
with
Microsoft Outlook 2007

1. Inthe menu bar at the top click the Tools menu, then click Account Settings.
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2. Click New....

E-mail Accounts
You can add or remave an account. Yau can select an account and change its settings.
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3. Check the box that reads Manually configure server settings or additional server types. Click Next.

Add New E-mail Account

Auto Account Setup

Your Name:

E-mail Address:
COnkosn, Com

Example: batbaram

Password:

Retype Password:

Type the password your Internet service provider has given you

[#]Manually configure server settings or additional server bypes

= Back, Next = Cancel

4. Check the circle that reads Internet E-mail (if not already selected). Click Next.

“Add New E-mail Account ©

Choose E-mail Service

(%) Internet E-mail
Conneck to vour POP, IMAP, ar HTTP server ko send and receive e-mail messages.

() Microsoft Exchange
Conneck to Microsaft Exchange Far access ko your e-mail, calendar, contacts, Faxes and voice mail.

) Other
Connect ko a server bype shown below,

< Back. H Mext = ][ Cancel
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5. Inthe Your Name box enter the name that you would like others to see when they receive messages from you

(example: “John Smith”). In the E-mail Address box enter your complete email address (example:

johnsmith@iaccess.ca). In the Incoming mail server box type mail. WEBSITE.COM, and in the Outgoing mail
server box type mail. WEBSITE.COM where WEBSITE.COM is the ending part of your email address. In the User
Name box enter your username (same as your email address). In the Password box enter your email address

password. Click More Settings....

Add Mew E-mail Account

Internet E-mail Settings

User Information

Your Name:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Outgaing mail server (SMTR):
Logon Information

User Name:

Password:

John Smith

johnsmith@iaccess.ca

POP3 ™
mail iaccess.ca

mail iaccess.ca

johnsmith@iaccess.ca

********|

Remember passward

[[]Require lagon using Secure Passward Authentication (SPA)

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

Test Account Settings

After filing out the information on this screen, we
recommend you test vour account by clicking the
buttan below, (Requires network connection)

Test dccount Settings ...

More Setkings ...

< Back. H Mext = ][ Cancel

]

6. Click the Outgoing Server tab. Check the box that reads My outgoing server (SMTP) requires authentication.

Check the circle that reads Use same settings as my incoming mail server (if not already selected). Click OK.

Internet E-mail Settings

General | Outgoing Server | Connection | Advanced

My outgoing server (SMTP) requires authentication
@' Use same settings as my incoming mail server

() Log on using

() Log on ko incorming mail server before sending mail

[ o
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7. You will be brought back to Add New E-mail Account. Click Next.

8. Click Finish.
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ew

Internet E-mail Settings

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

User Information

Your Name:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Outgaing mail server (SMTR):
Logon Information

User Name:

Password:

|30hn Smith

PORS
——
mail iaccess.ca |

koo

Remember passward

DRequire lagon using Secure

Password Authentication (SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test vour account by clicking the
buttan below, (Requires network connection)

Test Account Settings ...

More Setkings ...

<Back || Mext > J[ Cancel

]

Congratulations!

account,

Ta close the wizard, click Finish.

ou have successfully entered all the information required to setup your

< Back
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9. You will be brought back to Account Settings. Click Close.

Setting Up Your BRETT-TEK Email Address with Microsoft Outlook 2010-12-02

‘Account Settings I

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

e R
E-mail | Data Files | RSS Feeds | sharePaint Lists | Internet Calendars | Published Calendars | address Books |

G Mew... $Repair.. PSF Change.. €9 SetssDefaub X Remove @ 8

Marne Type
johnsmith@iaccess.ca POPISMTP (send From this account by default)

Selected e-mail account delivers new e-mai messages ko the Following location:

Change Folder | Personal Folders',Inbox

in data file C:\Documents and SettingsiRobind, . \Microsoft|OutlookiOutiook. pst

Close

10. Now you are ready to send and receive email from your BRETT-TEK email account.
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