lechnologies

1. Double Click on the Microsoft Outlook Icon.

2

NOTE: If #2 and # 3 do not appear and it goes straight to #4 this is okay just pick up at #4 and
follow the rest of the steps

2. Onthe tool bar at the top click on Tools

8] Inbox - Microsoft Outlook

File Edit Mew Ga  Tools  Ackions  Help

3. Go to E-Mail Accounts

Tools | Actions  Help

Send/Receive 3

Find 3

Ll Address Book...  Ctrl+-Shift+6
lﬁ Rules and alerts. ..
o)

Empty "Deleted Items" Falder

| E-mail Accounts. ..

Custormize, .,

Opkions. .,

4. E-Mail Accounts will appear Click “Add a new email account”

E-mail Accounts E|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(® Add & new e-mail account
O Wiew or change existing e-mail accounts

Directory

O Add a new directary or address baok
) Wiew or change existing directaries or address haoks




5. Click “Next” then “Server Type” will appear Click on POP3

E-mail Accounts &

Server Type
You can choose the tvpe of server your new e-mail acount will work, with,

(") Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

* POP3
Connect to a POP3 e-mail server ko download your e-mail,
() IMaP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbos:
folders.,

(JHTTP

Connect ko an HTTR e-mall server such as Hotmail to download e-mail and
synchronize mailbox Folders,

() additional Server Types
Connect ko another workgroup or 3rd-party mail server,

[ < Back. “ Mext > ]l Cancel l

6. Click on Internet E-Mail Settings (POP3). Fill in the blanks with the values specified on
the picture.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working.,

User Information Server Information

four Name: our Mame] Incaming mail server (POP3Y | nop,seedbechnologies.com

E-mail Address:  |vou@yaurdomain. com Dutgaing mail server (SMTP): | srbp, seedtechnolagies.car

Logon Information Tesk Settings

User Marne: you@ryourdomain, com After filing out the information on this screen, we
recommend wou test yoor account by clicking the

Password: A button below. (Requires netwark connection)

Remember passwaord

Test Account Setkings ... ]

|:| Log on using Secure Password

Aukhentication (SPA) More Setkings

< Back ” Mexk = l[ Cancel




7. Click on “More Settings...”

8. Click on Outgoing Server and Check the box that say’s “My outgoing Server (SMTP)
requires authentication”.

Internet E-mail Settings

General | Oukgoing Server |Connection Advanced

My oukgoing server (SMTP) requires authentication

@ Use same settings as my incoming mail server

(Z) Log on using

() Log on ko incoming mail server befare sending mail

oK ] ’ Cancel

9. Click Ok then hit next.

10. E-Mail Accounts: This screen should look like below.

E-mail Accounts ['5_<

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

Outlook processes e-mail for these accounts in the following order:

Mame Type Change. ..
pop.seedtechnologies, com POPJSMTP (Default)

Deliver new e-mail to the Following location:

Personal Folders v | [ New Cutlook Data File...

< Back ” Finish ][ Cancel

11. Click Finish



