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From the top tool bar, click on the word TOOLS, the select E-MAIL ACCOUNTS from
the drop down menu. The following screen will open.

Click on ADD a new e-mail account button from the upper left and then click NEXT.

E-mail Accounts 7l x|
E-mail Accounts
‘ou can change the e-mal accounts and directonies that Gutlook uses. Q
E-miail

% iadd & new e-mail account]

" \iew or change existing e-mail accounts

Directory
~ &dd a new direckory or address book

™ iew or change existing directories or address bocks

Eac} I MHeud » | Claza [

You will be prompted to select an E-mail account type. You will be adding a POP3
type e-mail account. Select POP3 and then click NEXT.
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Server Type
Yiou can choose the type of server your new e-mail acount will work: with. Q

" Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and
share documents.
 pOP3

your e-mail.

" IMAP
Connect to an IMAP e-maid server to download e-mail and synchronize
a0 Folders,

" HTTP
Connect bo an HTTP e-mad server such a5 Hotmail bo download e-mail and
synchronize maibox Folders.

" fAdditional Server Types
Connect ta anather waorkgroup or Srd-party mall server,

< Back I MHeut » i Cancel

Next, you will need to enter your account settings.

Your Name: Enter the name you wish to have displayed to others. This is what your
message will show other as to who it's from. Generally, your full name is entered here.

E-Mail Address: Enter your full e-mail address

Incoming Mail (POP3): pop.candw.lc

Outgoing Mail (SMTP): smtp.candw.lc

User Name: Your full e-mail address (Do not use your alias address)
Password: Assigned Password

You may check Test Account Settings to see if you have entered your settings
correctly. If errors exist, please re-enter the information necessary. (You will receive a
test message in your mail box from Outlook)

Check the REMEMBER PASSWORD box, make sure Log on using a Secure
Password is NOT checked and click NEXT
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Internet E-mail Settings (POP3) ﬁ
Each of these settings are required to get your e-mall account working. :

User Information Server Information

Your Name: — [your Full Name Incoming mail saever (POP3): | pop . candw. 1c

E-mail Address: Iaddmss@yaurdumain.:nm Qutgoing mail server (SMTF): I smbtp.candw.lc

Logon Information Test Settings

Mame:! After filing ouk the information on this screen, we
User ' [usemame recammend wou best your account by clicking the button
Password: Immu:u:-*t below, (Requires network connection))
¥ Remember password Test Account Settings ... E
™ Log on using Secure Password
Authentication (SPA) More Settings ...
<Back Mest > Cancel |
That's it!

You have entered all the required information necessary to start using your new e-mail
account. Click Finish to complete the set up process.

E-mail Accounts ﬂﬁl

Congratulations!

Yiou have successfully entered all the information required to setup your account.

To close the wizard, click Finish.
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