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... Webnetism

Outlook 2007 — Windows

1. If this is the first time you've opened Outlook 2007, the Welcome to Outlook 2007
Startup window will appear automatically. ClickNext twice and continue to step 3.
2. Otherwise, go to Tools on the top bar and select Email Accounts.

Eile Edit View -Gul IActmns Help

CpdNew - B3 X Send/Receive 3

Instant Search 3

Favocie Fobdexs [k Address Book... Ctrl+Shift+B
[ Inbox %y Organize
L Unread Mail [#1 Rules and Alerts...
@ sent Items
[ = Mailbox Cleanup...
| Mail Folders
af

Ermnpty "Deleted Items" Folder

| 2] ANl Mail Items

|| = 24f Personal Folders EER g

fa] Deleted fems Macro »

|=’_,2| Drafts
E Inbox

Account Settings... |

: L @ Junk E-mail Trust Center...
E ?Ut?_ﬂx Customize...
i Dptions...
Mail -
b=d =

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

E-mail | Data Files | |RSS Feeds | SharePont Lists | Internet Calendars | Published Calendars | Address Baoks

Rl:par... & Change... & X Remove & &

Mame Type

Sedected e-mail account debvers new e-mai messages to the following location:

Change Folder | Personal Folders | Inbaox

in data file C:\Users\Andrew\AppData'l ocalMicrosoft\Dutlook\Outlook. pst
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4. Select Manually configure server settings or additional server types and click

Next.
Add MNew E-mail Amumw
| Auto Account Setup
Your Mame:
n
E-mail Address:
Password;

Retype Password:

Mwalvrmﬁu.remet settings or additional server types

<gack | Mew> || cand |

5. Select Microsoft Exchange, POP3, IMAP or HTTP and click Next.

Add New E-mail Account B A T - |

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAF, or HTTP
Connect to an e-mail account at your Internet service provider (TSP or your
organization’s Microsoft Exchange server,

" Dther
Connect to & server type shown balow,

Outlook Mobile Service (Text Messaging)

6. Fill in your account details (see below the screenshot if you need help with this).
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L Y
Change E-mail Account = P - . [

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

User Information Test Account Settings
Your Name: Your Name After filling out the information on this screen, we
recommend you test your account by didkdng the
E-mai Address: yourname Busername button below. (Reguires network connecton)
Server Information
Test Account Settings ... |
Account Type: POPS3 ’

Imcoming mail server:

Outgoing mail server (SMTF):

Logon Information
User Mame: yourname Eusermame
Password: Ll Sinad
'+ Remember password
[7| Require logon using Secure Password Authentication (SPA) | More Settings ...

e Your Name: Enter your name (or the name you'd like people to see when you
send them email)

e E-mail Address: Enter the address you're setting
up.yourname@yourdomain.co.uk

e Account Type: Select either POP3 or IMAP from the dropdown list.

e Incoming mail server: mail.webnetism.com

e Outgoing mail server (SMTP): mail.webnetism.com

e User name & Password: Use the email address and password

7. Click More Settings when you've finished entering these detalils.
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8. Select the Outgoing Server tab and tick My Outgoing server (SMTP) requires
authentication. This will allow you to select This will allow you to select Use same
settings as my incoming mail server.

r A
Internet E-mail Settings M

General | Outgoing Server |Connecﬁon Indvancedl

| My outgoing server (SMTF) requires authentication |
() Use same settings as my incoming mail server

@ Log on using

User Name: |username

n Password: T I

| Remember password

] [T Require Secure Password Authentication (SPA)
] (7 Log on to incoming mail server before sending mail

E 0K i [ Cancel

9. Finally, click Next to finish.
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Outlook 2010 - Windows
1. If this is the first time you've opened Outlook 2010, the Welcome to Outlook 2010
Startup window will appear automatically. ClickNext twice and continue to step 2.
2. Otherwise click the File tab, make sure Info is selected from the left menu and click
Add Account.
O G o T ey Wicronoht Gullook e

Home Send / Receive Folder View

Account Information

Mo account available. Add an e-mail account to enable additional feat

gp Add Account

EAdd an e-mail account or other connedtion. }

Open

1 = Account Settings

5 Print @LJ Modify settings for this account and configure
= additional connections.

g Account

E Help Settings ~

3. Select Manually configure server settings or additional server types and click
Next.

atype Password

T'vpa b p rd your intamed service provedar has given yol,

() Text Messaging (SMS)

@ Manually configure server settings or additional server types |
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4. Select Internet E-mail and click Next.

s®2 Webnetism

‘@ Internet E-mail
Connect to POP or IMAF server to send and receive e-mail messages,

1 Other

) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

i) Text Messaging (SMS)
Connect to a mobile messaging service,

I Connect to a server type shown below.

Fanx Mai Transport

[ <tk [ Net> | [ conce ]

[

T

5. Fill in your account details (see below the screenshot if you need help with this).

"Change E-mail Account * Pam - . ]
Internet E-mail Settings
Each of these settings are reguired to get your e-mail account working.
User Information Test Account Settings
Your Name: Your Mame After filling out the information on this screen, we
recommend you test your account by diding the
E-mai Address: yourname Busemame button below. (Requires network connection)
Server Information _
Account Type: POP3 ] (e e b . |
i‘ Incoming mail server: -
Qutgoing mail server (SMTP):
Logon Information
User Name: yourname Susemame
Password: [—————
| [¥|Remember password
[T Require logon using Secure Password Authentication (SPA) More Settings
<ok [ Newt> | [ canced |
—
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e Your Name: Enter your name (or the name you'd like people to see when you
send them email)

o E-mail Address: Enter the address you're setting up
yourname@yourdomain.co.uk

e Account Type: Select either POP3 or IMAP from the dropdown list

e Incoming mail server: mail.webnetism.com

e Outgoing mail server (SMTP): mail.webnetism.com

e User name & Password: Use the email address and password

6. Click More Settings...

1 Change Account Faup @ Wi— E ]
Internet E-mail Settings
{ Each of these sethngs are required to get your e-mail acoount working,
User Information Test Account Settings
Your Mame: Your Name After filing out the information on this screen, we
E-mal Address: youmnaTE Buseiame mﬁtm mmt hrar}ddcm s
server Information — —
PR — : | Test Account Setings
! Incomng mal server: [ Test Account Settings by dicking the Next button
' Outgoing mail server (SMTR):
Logon Information
Liger Mame: LSEmame
Password: sdhsdasaasiias
|| Remember password
[7| Require Ingon using Secure Password Authentication (SPA) ["‘“5’“'?_]
o o] [ ]

7. Select the Outgoing Server tab and tick My Outgoing server (SMTP) requires
authentication. This will allow you to select Use same settings as my incoming
mail server.
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Internet E-mail Settings M
- Outgoing Server | Connection | Advanced

| My outgoing server (SMTP) requires authentication

| @ Use same settings as my incoming mail server

) Log on using

User Mame:

Password: | |
[¥] Remember pazsword
[[IRequire Secure Password Authentication (SPA)

{7 Log on to incoming mail server before sending mail

e

| Coc J|Ccaa ]

8. Finally, click OK then next to finish
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Outlook 2011 - Apple OS X
1. On the Outlook menu bar, go to the Tools menu and select Accounts...

! Window Help Scripts
Run Schedule 3
Send & Receive 3
IMAP Folders...

Out of Office...
Public Folders...

Sync Services...

Rules...
Mailing List Manager... |:
Junk E-mail Protection...

2. If this is the first time you've run Outlook, you'll be able to choose E-mail Account
from the right side of the window. Otherwise click the arrow next to the + symbol and
choose E-mail...

ann Accounts

RN N | T

. 7% Add an Account
To get started, select an account type.

Exchange Account

w Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account

9

—_= POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mall services such as ADL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

rn i

han

Directory Service.,,
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3. Fillin your account details (see below the screenshot if you need help with this). Once
you've entered the Password the window will expand to allow you to enter the other

settings.

Enter your account information.

E-mail address: I I

PﬂSSWDrd: T I I Y TTITIITIY]

Configure automatically

User name:
Type: | POP =
Incoming server: i 110
[ | Owverride default port
|| Use S5L to connect {recommended)
Outgoing sewer:r P25

[ | Override default port
L

| Use S5L to connect {recommended)

| Cancel |[ Add Account ]

o E-mail Address: Enter the address you're setting up
yourname@yourdomain.co.uk
e User name & Password: Enter the email address and password
e Type: Select either POP or IMAP from the dropdown list
e Incoming server: mail.webnetism.com
e Outgoing server: mail.webnetism.com
e Please don't tick any of the boxes underneath the Incoming and Outgoing server
settings.
4. Once you've finished entering these settings, click Add Account.
You may see the text below. This is Outlook is asking if it can store your mail
passwords in your keychain. This decision is up to you but for ease of use we
recommend choosing Always Allow.

o
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Microsoft Outlook wants to use your

- confidential information stored in
-l Q “InternetAccounts Access Group” in your
= keychain.

Do you want to allow access to this item?

(?) | Always Allow | [ Deny ]| Allow |

6. You'll now see your email address listed in the Accounts window.

7. Outlook takes the Full Name from the user account you're logged in with. If you need
to change it, please do so now.
8. Click More Options...
800 Accounts
Show All

“GER POP Account

Account description:
Personal infarmation
Full name: Your Name
E-mail address: yourname@username
Server information
User name: yourname@username
Password: ssssssssssssss
Incoming server: : 110
Override default port

Uze S5L o connect [recommended)

|| Always use secure password

Outgoing server: 1025
[ Owerride default port
Use 551 to connect (recommaended)

Learn abouwt POP account settings @

9. Set Authentication to Use Incoming Server Info.
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Settings for:

Authentication: [ Use Incoming Server Info T]

User name:

Password:

Unqualified domain: |example.com

Learn about POP settings | Cancel | E-—MI

10. Close the Accounts window when you've finished.

11. Click the Send/Receive button (it's at the top left side of the Outlook 2011 window as
shown in the image below) and your email will be downloaded to your Inbox.
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Windows Live Mail
1. If this is the first time you've opened Windows Live Mail, the Add an Email Account
window will appear automatically (continue to step 2).
2. Otherwise, click Add email account at the bottom left side of the screen.

4 Quick views

Unread e-mail
Unread from contacts

Unread feeds

QOutbox

Add e-mail account

3. Fillin your account details (see below the screenshot if you need help with this).
i E; l

U Add an E-mail Account

Please enter your e-mail account infarmation below:

E-mail address: | youmame@usemame -

examplebh5&Ehotmail com Get 3 free e-mail account

Password: SEEEEBREBEREES

Remember password

How should your name appear in e-mail sent from this account?

Display Mame: |/ Your Name

For example: John Smith

[] Manually corfigure server settings for e-mail accourt.

[ Mext ][ Cancel

o E-mail Address: Enter the address you're setting up
yourname@yourdomain.co.uk

o Password: Enter the password for the email address you're setting up

e Display Name: Enter your full name (or the name you'd like people to see when
you send them email from this account)
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4. When you've done this, click Next.
5. Fillin your mail server addresses and email username (see below the screenshot if
you need help with this).

P E; ™
@ Add an E-mail Account

Where can | find my e-mail server information 7

Incoming Server Information

My incoming mail serverisa |POP3 ¥ | server.

Incoming server: Port: 110

[ ] This server requires a secure connection (S5L)

Log on using: [[]earte:d authentication =

Login |D {if different from e-mail address):

usemame

Qutgoing Server Information

Dutgoing server: Port: 25

[] This server requires a secure connection (S5L)
| |w] My outgeing server requires authenticaﬂonl

[ Mext ][ Cancel ]

e Choose POP3 or IMAP for the Incoming e-mail server type
e Incoming mail server: mail.webnetism.com

e Login ID: Enter the email address

e Outgoing Server: mail.webnetism.com

e Tick “My outgoing server requires authentication

6. Select Use same settings as my incoming mail server and click OK.

L hl
Outgoing Mail Server — w

Logon Information

I @ Use same settings as my incoming mail server I

(7) Log on using
Account name;
Pazsword:

Remember password

Log on using Secure Password Authentication

| ok ||| canca |

[ = . e e e o |

7. Click Next to continue.
8. That's all you need to do, click Finish.
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Mac Mail (OS X Lion 10.7)

1. If this is the first time you've opened Mail, the Welcome to Mail window will appear
automatically (continue to step 2).
2. Otherwise, go to File on the Mac Mail menu bar and select Add Account...

20 Edit View Mailbox Message

New Message F#N
New MNote ~HN
New Viewer Window CEN
Open Message F#0
Close W
Close All Windows HW
Save As... {385
Save as Statione

Attach Files Cr HEA
Save Attachme

Quick Look Attachme Y
Add Account...

Import Mailboxes...
Add RSS Feeds...

Print... #EP

3. Fillin your Full Name, Email Address and Password. If you need help with these,
there's more detail underneath the screenshot.

Welcome to Mail

Welcome to Mail

You’'ll be guided through the steps to set up your mail
account.

To get started, provide the following information:

1‘ Full Name:| Your name

m Email Address: | yourname@username

Password: n--u-.nnul

| ? | Cancel GCo Back
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e Full name: Enter your name (or the name you'd like people to see when you
send them email)
o Email Address: Enter the address you're setting up
yourname@yourdomain.co.uk
o Password: Enter the password for your email address
4. Press Continue to go to the next step.
5. Now fill in the Incoming Mail Server details. If you need help with these, there's more
detail underneath the screenshot.

Welcome to Mail

Incoming Mail Server

Account Type:|| & POP

4k

Description:| My Email Account

Incoming Mail Server:

User Name:|| ||

Password:| ssssssssssssss

(2 Cancel Go Back Ii Continue I

Account Type: Select either POP or IMAP from the dropdown list
Description: Enter a useful description of the email address you're setting up
Incoming mail server: mail.webnetism.com

e User Name & Password: Enter the email address and password
When you've finished entering these details, click Continue.
Make sure Use Secure Sockets Layer (SSL) is unticked, Authentication is set to
Password and click Continue.

No
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__ Welcome to Mail

Incoming Mail Security

[ ] Use Secure Sockets Layer (S5L)

Authentication: | Password 3

® | Cancel | | GoBack | m

8. Now fill in the Outgoing Mail Server details. If you need help with these, there's more
detail underneath the screenshot.

Welcome to Mail

Dutgoing Mail Server

Description: ! QOutgoing Mail
Outgoing Mail Server: ' j"
EUS& only this server

{E Use Authentication

User Name: !

PﬂSEward: I ERAREREERERRRE

@ Cancel ] | GoBack ||| Continue |

o Description: Enter a useful description for the server. You can put whatever you
like here
e Outgoing Mail Server: mail.webnetism.com
9. Tick Use Authentication and enter your email address and password.
10. When you've done this click Continue.
11. You may see a warning screen like the one below, click Continue.
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server.

your password at risk. Alternatively, you can
account.

Do you want to continue without a secured p

s®2 Webnetism

Mail cannot send your password securely to the

You can continue without a secured password, which could put

manually set up your

assword?

[

[ Setup Manually ]

Cancel

Continue

12. You'll see a summary of the details you've just

entered.

13. To finish, make sure that Take account online is ticked and click Create.

Welcome to Mail

Account Summary

Account Description: My Email Account

Email Address:
User Mame:

Incoming Mail Server:
5SL:

Outgoing Mail Server:
55L:

14. That's all you need to do. Click Get Mail and
Inbox.
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iPhone, iPod Touch and iPad

Settings

2. From the setting menu, choose Mail, Contacts, Calendars followed by Add
Account...

Settings Mail, Contacts, Calendars

p—
Al ne Mode [V OFF )
& =)
e wiFi ABUNKER-MAC PR %
Fackm
Natifications
My Email 3
L Hon Services ol LR Piies
= IA.lldAnnnllrt,. > I
f Brightnoss & Wallpaper
(&l Picture Frame Fetch Now Data Push »
o~
General Mall
@ iCioud Show 50 Recant Mesaages »
F Mail, Contacts, Calendars Pravie 2 Lines >
£J Twiter Minimum Font Size Medium >
@ FacoTime Show Ta/Cc Label (T orF)

3. From the Add Account... menu choose Other.

Add Account...

@ iCloud
Exchange
Gmail
YaHoO!
Aol.
=4 Hotmail

mobilemeo.

Other
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4. Fillin your Full Name, Email Address, Password and Description and press Next.
5. If you need help with these, there's more detail underneath the screenshot.

“Cancel | New Account =3
Name Your Name
Address yourname @username

Password eeceeeececsceses

Description My Email

e Full name: Enter your name (or the name you'd like people to see when you

send them email)

o Email Address: Enter the address you're setting up

yourname@yourdomain.co.uk

o Password: Enter the password for your email address
e Description: Enter a useful description of the email address you're setting up

6. Press Next to continue.

N

More settings will appear. Some will already be filled in.

8. Enter the Incoming and Outgoing Mail Server details and press Next. If you need
help with these, there's more detail underneath the screenshot.

New Account @

Name Your Name

Address yourname@username
Description My Email

Incoming Mail Server

Host Name

User Name

Password eeesessssssssse
Outgoing Mail Server

Host Name

User Name

Password
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e IMAP/POP This will default to IMAP - it's up to you which one you want to use

9. Incoming Mail Server settings
e Host Name: mail.webnetism.com
e User Name & Password: Enter the email address and password
10. Outgoing Mail Server settings
e Host Name: mail.webnetism.com
e User Name & Password: Enter the email address and password
11. When you're finished, press Next.
12. If the box shown below appears, press Yes (you may need to do this twice).

Cannot Connect Using SSL

Do you want to try setting up the
account without SSL?

Yes No

13. After a minute or two, your email address will be set up and ready to use.

14. If you chose IMAP when setting up you'll be able to choose whether you want to use
Notes (if you chose POP you'll be taken back to the settings screen from step 2).
Press Save when you're done.

= IMAP ﬁ

g Mail Lo @)
™= Notes Lon @

15. That's all you need to do. To start checking your email, go back to your home screen
and press Mail.
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