Outlook 2007 Modify Existing Account

Click Tools and then click Account Settings
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On the E-mail tab click Change.
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Account Settings [=5]

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

E-mail |Da13 Files | RS5 Feeds | SharePaint Lists | Internet Calendars | Published Calendars I Address Books

o Mew... '3 Repair... |55 Change... # Remove
Mame Type
Username (@ispname. com POP/SMTF (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Change Folder | Personal Folders\Inbox

in data file C:\Users\{Training\AppDataiLocal\Microsoft\Outlook\Outiook. pst

Close

Your Name: Enter your full name.
E-mail Address: Enter your full email address. (username@ispname.com)
Account Type: Select POP3

Incoming Server: pop.gmail.com
Outgoing Server: smtp.gmail.com

Username: Enter youf full email address. (username@ispname.com)
Password: Enter your email password.

Remember Password: Check the box.

Require logon using Secure Password Authentication (SPA): Do NOT check this box.

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: Firstname Lastname After filling out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: usErname @ispname. com button below. (Requires network connection)
Server Information
| Test Account Settings ... |
Account Type: FOP3 IE'
Incoming mail server: pop.gmail. com
Outgoing mail server (SMTF): | smip, gmail.com
Logon Information
User Mame: username@ispname. com
Eaggwgrd: e
| Remember password
Reguire logon using Secure Password Authentication (SPA)
< Back ” Mext = | | Cancel

Click the Outgoing Server tab.
My Outgoing server requires authentication: Check the Box
Select Log on using.

Username: Enter your full email address. (username@ispname.com)
Password: Enter your email password.

Remember Password: Checked
Require Secure Password Authentication (SPA): Do NOT check this box.

Click the Advanced Tab.



Internet E-mail Settings

General | Qutgoing Server |Cunnectiun Advanced

My outgoing server (SMTF) requires authentication
(71 Use same settings as my incoming mail server
i@ Log on using
User Mame: |username{@ispname.com

Password; |

Remember password
[] Reguire Secure Password Authentication (SPA)

(71 Log on to incoming mail server before sending mail

[ ook [ Cancel

Incomming Server (POP3): 995.

This sever requires SSL: Check the box.

Outgoing server: 465.

Use the following type of connection: Select SSL.
Server timeouts: Set all the way to long 10 Minutes.
Click OK.

Click Next.



[ Internet E-mail Settings

| General I QOutgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POP3): 995 lse Defaults

This server requires an encrypted connection (55L)
CQutgoing server (SMTP): 485
IUse the following type of encrypted connection: | 550 IE'

Server Timeouts

T Long 10 minutes

Delivery
[]Leave a copy of messages on the server
Remowve from server after 10 2] days

Remove from server when deleted from 'Deleted Items'

| ok || cancl

Click Finish.



You have successfully entered all the information required to setup your
account,

To dose the wizard, dick Finish.

<Back || Fiish |




