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El siguiente manual explica como configurar tu cuenta de correo en outlook 2007

Outlook 2007
En Outlook 2007, en el menu de Herramientas (Tools) , selecciona Configuracion Cuentas... (Account Settings).

Tools hﬂctiuns Help

5end/Receive [

ﬁ Instant Search 3
Address Book..,  Ctrl+5hift<B
H % Organize
lﬁ Rules and Alerts...
Out of Office Assistant...
Mailbox Cleanup...
@ Empty "Deleted ltems” Folder
E Recover Deleted Items..,
Forms [
Macro 3
Account Settings...
Trust Center...

Customize...

Options...

En la pestafia de E-mail tab, click Nuevo (New).

Account Settings

E-mail Accounts
You can add or remove an account, You can seleck an account and ch

{E-mail | [rata Files I R35 Feeds I SharePoink Lisks I Internet Calendars I P

HI MEW, . Y Repair. .. ﬁ' Change. .. 0 Sek as Defaulb )( Rem:

Marme | Twpe
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3. Selecciona Microsoft Exchange, POP3, IMAP, or HTTP y da click en siguiente (Next).

Add New E-mail Accounk

Choose E-mail Service

{* Microsoft Exchange, POP3, IMAP, or HTTP

Conneck ko an e-mail account at your Internet service
organization’s Microsoft Exchange server,

{" Other
Conneck ko a server bype shown below,

|Outln:n:|k Mahile Service (Texk Messaging)

4. Selecciona la opcion configurar Manualmente los servidores ( Manually configure server settings or additional

server types) y da click en Siguiente (Next).

I¥ Manually configure server setkings or additional server bypes

5. Selecciona Internet E-mail y da click en Siguiente (Next).

Add New E-mail Accounk

Choose E-mail Service

{* Internet E-mail

Connect ko yvour POP, IMAP, or HTTP server to send ani

{” Microsoft Exchange
Conneck ko Microsoft Exchange For access ko wour e-ma

i” Other

Connect ko a server bype shown below,

Cutlook Mobile Service (Text Messaging)

6. Ingresa la informacién requerida:

O Tunombre

O Tu email

O Tipo de cuenta: POP3

0 Incoming Mail server: mail.domainname.xyz
0 Outgoing Mail server: mail.domainname.xyz

0 Usuario (user name) : la direccion de correo completa
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0 Password: la contrasefia que se te asigno

|
Enternet E-meail Settings
Each of thisse sebtings ane reguintd b et wour e-mall account working,
User Information Test Account Settings
‘our Narme: frour name HAifter Fillrg out the information on this screen, we
recommesnd you tesk your scoount by chcking the
E-mail Addrass: W bastton beslowr, (Requires network connection)
Server Inlarmation
Tarst Account Sattings ..

drcount Type: [ a] -
Incoming mai ssrven F;.dunm.mn
kgl mal sarver (SMTPY: [uad_donain.oon
Logon Information
Lsier Mamaz: Fm;ﬂm
Pazszword: BT}

[+ Eemember passwond
[~ Amguire logon usng Secure Pasoword Authentication (5F&) e Ssttirgs ...

< Back I et = I Cancel ]

7. Click en Mas Configuraciones.. (More Settings).

8. En la pestafia de Servidor de Salida, (Outgoing Server), palomear la opcién de Mi servidor de salida requiere

autentificacion ( My outgoing server (SMTP) requires authentication)

Internet E-mail Settings x|

General  Subtgoing Server ICDnnectinn I ddvanced I

W Iy outgoing server (SMTR) requires authentication
i Lz same setkings as my incoming mail server
[ Log on using

User [arme: I

Eassword; I

¥ Remember password
I™ | Require Secute Password futhentication (5Pa)

” Log on to incoming mail server before sending mail

(0] 4 I Cancel
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Seleccionar Usar la misma configuracion que el correo entrante (Use same settings as my incoming mail
server) y da click OK.

10. Da Click en Test Account Settings para verificar que todo este correcto.

11. Da Click en Next y despues en Finish.

Outlook

In Outlook, from the Tools menu, select Email Accounts.

r.

i Inbox - Microzoft Dutlook

r.

° File Edit “iew Favortes | Tool: | Action:  Help
I New v b [H_l‘v w G4 Send/Receive (-
| - Send/Receive Settings »
| Dial-Up Connection 3
Folder List b4
E-'@ Outlook Today - EER Address Book. .. Ctrl+S hift+B
----- % Calendar Find Chrl+E
----- §2 Contacts . .
l -
_____ @ Dleted | berms Advanced Find...  Chl+Shift+F |
..... o Drafts Fird Public: Folder... y
- Inbox 50| Qraanize [
(3 Joumal -
----- 31 Sent ltems - o
P & Tasks &
@ Perzonal Folders Foms '
@ Perzonal Folders
-6 Public Folders Macra 4
| E-mail Azcounts. .. o
Customize... u

Select Add a new email account and then click Next.

E=rmail Accounts
Yol ean charge the e-mal accounts and directories that Cublaok uses,

Directory
" Add & new directory or sddress book,
" Wiews or change exdsting directories or address books

[ Het> | Gl |
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3. Select POP3 and then click Next.

E -madl Accounts

4. Enter your email information:

O Your Name: your name

0 Email Address: the email address the messages will be sent from

0 Incoming Mail server (POP3): mail.domainname.xyz

0 Outgoing Mail server (SMTP): mail.domainname.xyz

0 User Name: the email address used to log into the webmail interface

0 Password: the password for the email address

E -maail Acoounts

5. Click on More Settings and select the Outgoing Server Tab.

6. Check My outgoing server (SMTP) requires authentication.
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7. Select Use same settings as my incoming mail server.

Internet E-mail Settings

LSEr [danieEr
R AS ST

J HEMEmEE [ (s

- W) L e = =i )| pf= =]l

8. Click Ok. Click Next. Click Finish.

E -munill Acoounts

Outlook Express

1. In Outlook Express, from the Tools menu, select Accounts...
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nok Express

Wi | Tools Message Help

Send and Receive »
Synchronize Al
- Synchronize Account L
fark: Fior Gffline [
- Address Baok, .. Chr+shift+B
&dd Sender bo Address Book a
Hers
® (46  Message Rules 3 J
¥ : ]
MaMN Messenger Service L
Ttems Il Cmline Status L
|ted It
< IMAP Folders. ..
Accounts. .,
al (5) Mew Account Signup »
host | options...
I en |

2. A box will appear. Click Add and select Mail.

Mews., ..

:l_ Remove | Direckary Service. ..
Properties |
Set as Default |

3. Enter your name as you want it to appear on your emails and click Next.

Internet Connection Wizard

Your Hame

I

‘When pou send e-mal, pour name will appear m the From lield of the outgaing message.
Type your name a3 pou woud lke it o appear.

Diisplay name: |woui narie]
Foa example: John Smith

£ Bach I Mext » I Cancel I

4. Putin your email address, which consists of a user you set up in webmail and @yourdomain.xyz, and then

click Next.
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| Internet Connection Wizard -

Internel E-mail Address

“four e-mail address iz the addiess other people uie o 2and e-mail mezzages o wou,

0+ | akesdy have an e-mal addiess that I'd Bee bo use,
E-mail address: I_-,n:u@_.mrdumain.wz

For example; somecne@microzoflt com
" I'd ke to sign up for a new account fom: |H-:-|m.-_u| j
< Back Nest > Cancel |

5. Set the server type as POP3.

6. For incoming and outgoing mail servers, enter mail.yourdomain.xyz (where yourdomain.xyz is your domain name

and extension such as .com).

7. Click on Next.

Intermet Connection Wizard

Ix

E-mail Server Names

My incoming mall seiver iz 8 (POP3 = | senver

Incoening madl [POP3, IMAP of HT TF) server:
|mail pourdomainname. com

#n SMTP zeves iz the sesves that iz used for pour outgoing e-mal.

Outgoing mal [SMTF) sarver
|mai|. yoLrdomainnanme. com

< Back et = Cancel

8. Enter your email address for the Account Name. Enter the password you set for this account.

Note: Do NOT check the box "Log on using Secure Password Authentication".
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Internet Connection Wizard X

Intemet Mail Logon

Tupe the account name and password wour Internet senice provider has gven you,

Account name: |userEypourdomainnarne. comm

Password:

.

[ FRemsmbsar password

IF wour Intenmet service provided 1equires pou lo uge Secure Password Authentication
[SP&] bo sccess pour mail sccourt, select the 'Log On Using Secure Passwoed
ASuthentication [SPAT check box.

™ Log on using Secure Password duthantication [SP4)

¢ Back Hext > Cancel

9. Click Next and then click Finish. After you click Finish, you should see the following window. If not, go to
the Tools menu, and click on Accounts. After clicking Accounts the window will appear. In this window, click on
your domain until it is highlighted, then click on Properties.

| Internet Accounts e d

Al Mal | Hews | Directory Service |

Account | Type  Connection
cemail yourdomainname.com  meil A Svalable

10. When the next screen appears, click on the Servers tab. Under Outgoing Mail Server, check the box next to My
server requires authentication. Click Okay. Note: You MUST do this step so you can send mail from your

domain.
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¥ mail.yourdomain.xyz Properties 2 x|
General Servers | Eu:unneu:ticunl Seu:urit_ul .-'-‘-.dvanu:edl

Server Infarmatian

by incoming mail server iz a IF'EIF'3 FEMVEL

[ncoming mail [POF3); Imail.yuurdnmainname.cnm

Outgoing mail [SMTP: I rnail yourdamainname. com

Incaming Mail Server

Account name; Iuser@ynurdnmainname.cum

Password: I"’“‘""""
[+ PRemember password

[ Log on using Secure Pazsword Authentication

Outgaoing kail Server

¥ty server requires authentication Settings. .. |
0k, I Cancel | Apply |

. Now, you're ready to send and receive mail. To set up multiple accounts, follow these steps again.
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