Lawrence Tech Computer Help Desk

How to Set Up Your Email Account in Microsoft Outlook 2007

1. Start Microsoft Outlook 2007. When the Startup Wizard displays, click Next > .

NOTE: If the Startup Wizard doesn't start automatically, open the Tools menu, select

Account Settings, and then click New. Then go to step 3.

Outhaok 2007 Startup

Outlook 2007 Startup

process of configuring Outlook 2007,

Whalooume ko the Oustlook, 2007 Startup ‘Wizard, wihich will guidie you thecugh the

2. On the Account Configuration page, select Yes to indicate you want to configure an

email account, and then click Next > .

Aecount Conhguration

E-rmadl Accounts

Yous can configure Outipol. bo conresct bo Indermet E<mad, Microsoft Exchangs, or
other E-mall perver, Would you Bke bo configure an E-mall account

<ok [ mem> | [ cond |
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3. At the bottom of the page, check the ‘Manually configure server settings or
additional server types,’ box and then click Next > .

Don’t enter other information on this page .You’ll enter it later.
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4. On the Choose E-mail Service page, select Internet E-mail, and then click Next > .

Add Mew E-minl Account

Chopse E-mail Service

& Internet E-mail
Cormect to your POP, BMAR, or HTTF server 0o send and receive e-mall messages,

Microsolt Exchange
Cormech by Merosoft Exchange for acoess bo your e-mad, calender, contacts, faoes and volon med.

 Other
Cornect boos sereer bvpe shown baliow,
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5. On the Internet E-mail Settings page, enter your email account information as
follows:

Your Name: Enter your name as you want it to appear to your recipients.
E-mail Address: Enter your full email address, for example: ab000123456@]tu.edu

Account Type: From the drop down box, select IMAP
Incoming mail server: enter ‘postoffice.ltu.edu’

Outgoing mail server (SMTP): enter ‘mail.ltu.edu’

User Name: This will automatically fill in using the account information listed in the
E-Mail Address Field.

Password: If you want Outlook 2007 to remember your password, check the ‘Remember
password’ check box and enter your email password in the Password: box.

If you do not want Outlook 2007 to remember your password, uncheck the ‘Remember
password’ check box and leave the Password: field empty.

Then click ‘Next.” (go to step 8).

Note: There are additional optional settings which can be configured. To see
and/or change these, click the ‘More Settings...’ button.

Add New E-mail Account

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

User Information Test Account Settings

¥our Mame: Your Mame After filling out the information on this screen, we
recommend vou test your account by clicking the

E-mail Address: wour Full email address button below, (Requires network connection)

Server Information

Test Account Settings ...

Account Type:

Incoming mail server: postoffice, lbu.edu

Outgoing mail server (SMTPY | mail. by, edu
Logon Information

User Mame: wour email account {auto Fills)

Password: AR

Remember password

[TJReguire logon using Secure Password Authentication [SPA) Mare Sethings ...

< Back, ” Mext = ][ Cancel ]
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6. More Settings... This step is OPTIONAL

You can name your email account anything you like. The name entered under ‘Mail
Account’ in the General Tab will be how the account is listed in your Mail Folders

window.

Tlnternet E-mail Settings @

| General '_Fl:ull:lers | Qukgaing Server | Cannection ___F.dvanl:ed_

Mail Account

Tvpe the name by which wou want ko refer to this account, For

— example: "Work!" or "Microsoft Mail Server”

T |How you wank I:hi.s account ko display in the Mail Folders window here
Cther User Information
Qrganizakion:
Reply E-rmail:
Purge Options

[ ]Purge items when switching Folders while online

Wehen wiou switch to another Folder, the items marked For
deletion in the original folder are permanently deleted on the
server, Ikems will nat be permanently removed when swikching
folders offling.

(0] 4 l I Cancel
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7. More Settings... This step is OPTIONAL

If you will be sending mail from off campus, you may have problems. Some Internet
Service Providers will not relay mail if it’s sent to mail servers which they don’t control.

To fix this problem, click on the Advanced Tab, and change the Outgoing Server
(SMTP) port number 587. (The default value is 25).

Then Click ‘OK.’

Internet E-mail Settings [z|

General || Folders || Oubgoing Server C-:unne-:tiu:un| Advanced

Server Port Mumbers /

Incoming server (IMAPD; | 143 | [ Idse Defaulks ]

IJse the Following bype of encrypred connecki

Qukgoing server (SMTR;

IJse the following kype of encrypted connection:

Server Timeouts

Short 77 Long 1 minute
Folders
Roaot folder path:

o4 ] [ Cancel
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8. When you’re done with the settings in ‘More Settings...” click OK. You’ll return to
this screen.

Click Next>.

rAdd New E-mail Account

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

User Information Test Account Settings

Wour Mame: vour Name After filling ouk the information on this screen, we
recommend wou kest your account by clicking the

E-mail Address: your full email address butkon below, (Requires network connection)

server Information

Test Account Settings ...

Account Type:

Incoming mail server: postoffice,lku.edu

Qutgaing mail server (SMTPY | mail . edu
Logon Information

User Mame: wour email account {auta Fills)

Password: sskckskssksk

Remember password

[Jrequire lagon using Secure Password Authentication (SPA) Maore Setbings ...

< Back ” Mok = ][ Cancel ]
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8. Click Finish.

" Add Neve E-manl Atcount

Tmhwcﬂ.m:ﬂfl.ﬂ':rhrndalﬂnhhmﬂmmlndtnﬂnm
To chvses the wizard, click. Finish.

Outlook 2007 has been configured and your mail will open. If you did not enter a password

earlier, you’ll be prompted to enter it now to retrieve your mail.
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