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1) Launch Microsoft Outlook 2007

2) Select Tools -> Account Settings




Account Settings

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

E-mail |Data Files | R55 Feeds | SharePaint Lists | Internet Calendars || Published Calendars | Address Books

o Mew.., = Repair. .. w0 Change. .. ¥ Remove +

Marne Twpe

terrylim@skylightgroup. com IMAPJSMTP (send From this account by default)
terryi@skylightgroup. com POPISMTR

Selecked e-mail account delivers new e-mail messages to the Following location;

terrylim@skylightgroup.com' Inbox
in data File C:,. L yOutkerrylinmi@skylightgroup, com-00000002  psk

Close

X

3) Select New




Add New E-mail Account

Choose E-mail Service

(*) Microsoft Exchange, POP3, IMAP, or HTTP

Conneck to an e-mail account at wour Internet service provider (ISP or wour

arganization’s Microsoft Exchange server.

) Other
Conneck to a server type shown below,

X

< Back.

Mext = ][ Cancel

4) Select the above and click Next




Add New E-mail Account

Auto Account Setup

Manually configure server settings or additional server bypes

B

< Back ” Mexk = l[ Cancel

5) Select Manually configure server settings or additional server types

6) Select Next




Add New E-mail Account

Choose E-mail Service

(%) Internet E-mail
Connect to wour POP, IMAP, or HTTP server to send and receive e-mail messages.

") Microsoft Exchange
Connect to Microsaft Exchange for access to wour e-mail, calendar, contacts, Faxes and waoice mail,

) Other
Connect to a server bype shown below,

X

< Back. ” Mexk = ][ Cancel

7) Select the above and click Next




Add New E-mail Account

Internet E-mail Settings
Each of these settings are required ko gek yvour e-mail account warking,

Server Information

User Information Test Account Settings

Your Marme: |TE”~"f Lim | After filing out the information on this screen, we
recommend you kest wour account by clicking the

E-rnail Address: |terrylim@skylightgruup.l:n:um | button below, (Requires netwark connection)

X

[ Test Account Settings ...

Accourt Type: | PORS F |

Incorming mail server: |mai|.5k~;.-'|ightgr|:|up.|:nm |

Cukgoing mail server (SMTP): |smtp.skylightgrnup.mm |

Logon Information

User Mame: |terrylim@skylightgrnup.u:-:um |
Passwiord; |****** |
Remember passwaord

[]Require logan using Secure Passward Authentication (SPA)

More Settings ...

< Back ” Mext = l[ Cancel ]

8) Enter your e-mail account information that was provided to you in the above fields.

Please Note: Above is just an example, please enter the information according to your company’s e-mail

domain settings. When you’re done click Next



Add New E-mail Account

Congratulations!

You have successfully entered all the information required ko setup wour
account,

To close the wizard, click Finish,

9) Select Finish to complete the setup.



