INSTRUCTIONS FOR SETTING UP AN E-MAIL ACCOUNT in Windows 2007

Open Windows Mail.

Click Tools and then Account Settings.
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Under the E-mail tab click the New button at the top-left.
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‘You can add or remove an account. You can select an account and change its settings.
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Place a checkmark in “Manually configure server settings or additional server types” and press Next.
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Auto Account Setup

Your Name:

Example: Batbara Sankowvic

E-mail Address:

Example: barbarai

Password:
Retype Password:

Type the password your Internet service provider has given you,

[V Manually confiqure server settings or additional server types:
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Place a blue dot next to “Internet E-mail” at the top and then click Next.
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Choose E-mail Service
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(") Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

nect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

(") Other
Connect to a server type shown below.
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| Outlook Mobile Service (Text Messaging))
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Enter your name in the “Your Name” box.

Enter your e-mail address in the “E-mail Address” box.

In the “Incoming mail server” box, enter pop.cvctx.com.

In the “Outgoing mail server (SMTP)” box, enter smtp.cvctx.com.
In the “User Name” box enter your entire e-mail address.

And of course your password in the “Password” box.

Now click the More Settings button.
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: .JOhI'I Doe 1 After filling out the information on this screen, we
; = recommend you test your account by dicking the

E-nail Address: li[d@cvctx.com button below. (Requires network connection)
Server Information

- Test Account Settings ...
Account Type: POP3 Iz‘
Incoming mail server: pop. cvohecom

Qutgoing mail server (SMTP): | c;m[pc\.rptxrom

Logon Information
User Mame: .. id@cw.tx. com
Password: | —

[¥] Remember password e

[] Require logon using Secure Password Authentication (SPA) . More Settings ... .
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Under the General tab type your e-mail address in the box below.
“Type the name by which you want to refer...” then click the Outgoing Server tab at the top.
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Type the name by which you want to refer to this account. For
example: "Work™ or "Microsoft Mail Server”

lid@cvecix.com
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Place a checkmark next to “My outgoing server (SMTP) requires authentication”.
Now click on the Advanced tab at the top.
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General | Outgoing Server | Connection | Advanced |\1
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() Log on using

Lser Marne: | |

" Password: | i
i || Remember password

M [ JReguire Secure Password Authentication (SPA)

[ () Log on to incoming mail server before sending mail
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In the “Outgoing server (SMTP)” box enter the number 1025. Now press the OK button at the bottom.
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You are taken back to this screen.

To test your settings click the “Test Account Settings” button. You will see a box pop up with all
green checkmarks (now shown here) when successful. Click the Close button to exit the test screen.
Now click the Next button at the bottom.
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Internet E-mail Settings
Each of these settings are required to get vour e-mail account working.
User Information Test Account Settings
Your Name: [ hn D 1 After filing out the information on this screen, we
IJO L5 — ;! recommend you test your account by dicking ‘the
E-mail Address: !jd@CVCtX.COm | button below. (Requires network connection)
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Password: | ,
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i Remember password
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]
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Click Finish.
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Congratulations!
Yo have successfuly enterad 2l the nfarmation requred to satup your
account.
To dose the wizard, didk Finish.
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