1. Open Outlook. Select Account Settings... from the Tools menu.
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Instant Search 3
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2. On the E-mail tab, click New.
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Account Settings

E-mail Accounts
You can add or remove an account, You can select an account and change its sethings,

E-mail {Et?a?ilg (l RS5 Feeds ( SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

o Mew,., h"fx B chanoe... @ Set asDefault 3 Remove # &
Marne i Twpe

Close

3. Select "Manually configure server settings or additional server types™ and click
Next >.



Add Mew E-mail Account

Auto Account Setup

Manually confiqure server settings or additional server bypes

< Back, Mexk = L\\% [ Cancel

4. Select Internet E-mail and click Next >.



Add Mew E-mail Account

Choose E-mail Service

(%) Internet E-mail
Conneck ba your POP, IMAR, ar HTTP server ko send and receive e-mail messages,

i) Microsoft Exchange

Connect bo Microsoft Exchange for access to wour e-mail, calendar, contacts, Faxes and voice mail.

) Other
Conneck ba a server type shown below,

[ < Back “ NEXt}%J[ Cancel

5. Enter the following information for E-mail Accounts.
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Your Name: Enter the name you wish recipients to see when they receive
your message.

Email Address:This is the address that your contacts' email program will
reply to your messages. This is also the address that will get recorded in
your contacts' address book if they add you as a contact.

Account Type: POP3

Incoming mail server: Enter mail.huntingtonisd.com

Outgoing mail server (SMTP): Enter mail.huntingtonisd.com

User Name: Enter your full e-mail address

Password: If you wish for Outlook to save your password, check the box
labeled Remember Password and enter your password in the text field.



Add Mew E-mail Account

Internet E-mail Settings
Each of these setkings are required ko get wour e-mail account working.

User Information Test Account Settings

Your Marng: [ Jokhn Doe } after Filing ot the information on this screen, we
e e - recommend you test vour account by clicking the

E-mail Address: jdoe@huntingtenizd.com | button below. {Requires network connection))

Server Information

Test Account Settings ...

&ccount Type: [Pop3 |

Incoming mail server: |mail. huntingtenizd. com [

Cutgoing mail server (SMTR: ' mail.huntingtenisd.com |

Logon Information

Lser Marne: lidoe ]

L — 1}

Passwoard: | sesteteskpsbotokp o ‘
Remember password

[]Require lagon using Secure Passward Authentication (SPA) Maore Sethings ... k

< Back H Mext = ][ Cancel ]

6. Click Next. Click Finish.



