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A. Microsoft Office Outlook

Step 1:

EMAIL CONFIGURATION GUIDE

For

Microsoft Outlook on Windows 7

Click on the

Command Prompt
5| Calculator

.‘,[ Paint

N
"'d Picasa3

_ﬂ Notepad

BZ) Outlook 2013

Word 2013
Excel 2013
PowerPoint 2013

Visio 2013

I TrueCrypt

ymeRaR

Remote Desktop Connection
ﬁ@ WinSCP3

B Py

a
M\ VLC media player
P play

\_M Acronis Backup 11.5
;‘# Computer Management
O LG Burning Tool

All Programs

button, and search for [Microsoft Outlook] program.

"

Tan Beng Hiong
Documents
Pictures

Music

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support
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Step2:  From the menu bar, click on the [FILE] tab.

BE O E-
CUI  HOME | SEND/RECEVE  FOLDER  VIEW

=
Step 3: Click onthe La-“r’

Account
Settings -

button and select [Account Settings]

Inbox - XYSemails - Outlook

Inbox - XYSemails - Outlook

Account Information

Open & Export

benghiong@xysoft.sg
e ls POP/SMTP

4 Add Account

I‘.‘] Account and Social Network Settings
IC- Change settings for this account or set up more connections.
Account Connect to social networks.

Office Account 3 .
@ Account Settings...
o (@43 Add and remove accounts or
ions
P change exsting connection Settings. 1oy by emptying Deleted Items and archiving.
0.8 Sodial Network Accounts

Exit =
& Config

Rules and Alerts
9 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

; Slow and Disabled Add-ins

e Manage add-ins that are affecting your Outlook experience.
Manage Add-

Ins
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Step 4:

Account Settings

X5

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

{Email |

Data Files I RSS Feeds I SharePoint Lists | Internet Calendars I Published Calendars | Address Books

& New... ¢ Repair... " Change... X Remove * @

Name Type

Selected account delivers new messages to the following location:

Change Folder

Close

In the [Account Settings] window, click on | Mew... | and a new window will

show up. Select [E-mail Account] to add a new E-mail account and select
to continue setup.

Add New Account

Choose Service

Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization.

") Text Messaging (SMS)
Connect to a mobile messaging service.

") Other
Connect to a server type shown below.
Fax Mail Transport

ack [ Next > ] [ Cancel

1o}
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Step 5 : Enter your name and email address and then select the radio button to [Manually
configure server settings or additional server types] and click on [Next].

Add New Account @

Auto Account Setup
Connect to other server types.

~) E-mail Account

My Name

address@domain.com

Text Messaging (SMS)

< Back ][ Next > ] [ Cancel

Step 6:  Select the radio button for [Internet E-mail] and click on [Next].

Add New Account (=3

Choose Service

°
Connect to POP or IMAP server to send and receive e-mail messages.

~) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
Text Messaging (SMS)
Connect to a mobile messaging service.
Other

Connect to a server type shown below.
Fax Mail Transport

< Back ][ Next > ] [ Cancel
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Step 7:  Enter the details for [User Information], [Server Information] and [Logon
Information] as shown below: (Refer to the Appendix of this document for Key
Information).

-
Change Account

Enter the

User Informati
Your Name:

Email Address

User Name:

Password:

(SPA)

POP and IMAP Account Settings

mail server settings for your account.

ion

Tan Beng Hiong

: benghiong@xysoft.sg

Server Information
Account Type: POP3
Incoming mail server: i

| g mail.xysoft.sg
QOutgoing mail server (SMTP): | mail xysoft.sg

Logon Information

benghiong@xysoft.sg

ARKKKRAKKAR

[V] Remember password

[T]Require logon using Secure Password Authentication

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

[ Test Account Settings ...

DfAutomatically test account settings when Next
iis clicked

More Settings ...

< Back [ Next > ] [ Cancel

)
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Step8: Next, click on the button for advanced settings.
Internet E-mail Settings ﬁ

General | Qutgoing Server | Advanced

hail Account

Type the name by which you want to refer to this account. For
example: "Work™ or "Microsoft Mail Server’

benghiong@xysoft.sg
Other User Information
L Qrganization: | ¥Y¥soft Pte Ltd

| Reply E-mail: benghiong@xysoft.sg

[ Ok ][ Cancel ]
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Step 9: Click on the [Outgoing Server] tab for and check the checkbox for
[My outgoing server (SMTP) requires authentication] as shown below:

F g
Internet E-mail Settings &J

COutgoing Server | Advanced

EM}.-' gutgoing server (SMTP| requires authentication
(@ Use same settings as my incoming mail server

") Log on using

I Eemember password
Reqguire Secure Password Authentication [SPA)

(") Log on to incoming mail server befare sending mail

| OK ] [ Cancel

© 2020 XYsoft Pte Ltd 116 Lavender Street, #04-16, Pek Chuan Building, SINGAPORE 338730 Ver.2 / Jul-2020



A FT USER GUIDE - EMAIL CLIENT CONFIGURATION pace 8 of 9

Step 10 : Next, click on the [Advanced] tab for Server Port Numbers settings. (Refer to
Appendix for more details on what port numbers to use.)

L3 . ]

Internet E-mail Settings gz |

| General I Outgoing Server | Conneckion | Advanced |

Server Port Mumbers

Incoming server (POP3): 993 IJse Defaults

This server requires an encrypted connection {5500
Qutgoing server (SMTP): 465

IJse the Following tvpe of encrypted connection; | 55L IE'
Server Timeouks
Shark d Long 1 minute
Delivery

Leave a copy of messages aon the server
Remove from server after 7 L) days

[ remove From server when deleted From 'Deleted Ikems'

[ (0]4 ][ Cancel ]

Step 11 : Next, click on and then to finish the setup.
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Appendix: KEY INFORMATION

Email Address

name@[Domain name]

Server Information

Incoming mail server:  mail.[Domain name]
Outgoing mail server: mail.[ Domain name]

Logon Information

User Name: < Email address >
Password: < Email password >

More Settings (Advanced)

POP3/POP settings
- Incoming mail server: mail.[domain name]

- Incoming port number: 995

- This server requires an encrypted connection (SSL):
- Outgoing mail server: mail.[Jdomain name]

- Outgoing port number: 465

- Use following type of encrypted connection: SSL

IMAP settings
- Incoming mail server: mail.[domain name]

- Incoming port number: 993 (with SSL)

- This server requires an encrypted connection (SSL): M
- Outgoing mail server: mail.[domain name]

- Outgoing port number: 465

- Use following type of encrypted connection: SSL

~ ~ END OF DOCUMENT ~ ~ ~
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