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The guide is to describe how to set up Outlook 2010 using POP3.
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1. Get Started
1.1 Start from Setting up an Email account

If you start from setting up an Email account, please go through the following steps. If you start from
setting up a Profile of email accounts, please go to 1.2.

Step 1: Click Start, Click Control Panel, and open Mail
Then you will have the following screen.

In the Mail Setup dialog box, click E-mail Accounts.

A Mail Setup - Outlook (o
E-mail Accounts
< —? Setup e-mail accounts and directories. E-mail Accounts. .. I
Data Files
+ Change settings for the files Outlook uses to Data Files. .. I
& y= store e-mail messages and documents.,
Profiles

Setup multiple profiles of e-mail accounts and — show Profiles. .. I
data files, Typically, you only need one.

Close |

Step 2: In the Account Settings windows, click New.

K A' Account Settings (e S

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

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

I o New... F‘Repair... ¥8F Change... @ SctasDefault X Remove # &

TN_Iame Type
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Step 3: Please skip point 1.2 and go to point 2. Add New Account.

1.2 Start from Setting up Multiple Profiles of Email accounts

If you start from setting up an Email account, please go to 1.1. If you start from setting up a Profile of
email accounts, please go through the following steps.

Step 1: Click Start, Click Control Panel, and open Mail
Then you will have the following screen.

In the Mail Setup dialog box, click Show Profiles.

A Mail Setup - Outlook @

E-mail Accounts

3 Setup e-mail accounts and directories.

E-mail Accounts. .. I

Data Files

# Change settings for the files Outlook uses to Data Files. .. |
; & i store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts anc Show Profiles. .. |
data files. Typically, you only need one.

Close |

Step 2: In the Mail Setup dialog, click Add.
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ia

Properties I

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
% Always use this profile

Step 3:

Q Create New Profile ' OK

Profile Name: | Cancel l
|

*Remark: you may add more than one Profile and check Prompt for a profile to be used such that
whenever a user starts Outlook, a prompt of Profile Selection will be provided.

| Add... I Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
% Prompt for a profile to be used
" Always use this profile

I B

oK Cancel | pply |
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2. Add New Account

Step 1: Choose Ema

il Account. Then click Next.

R w
(A Add New Account

| Choose Service

@ E-mail Account

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

< Back

Step 2: Choose Manually configure server settings. Then click Next.
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(A Add New Account l ) i

Auto Account Setup
Connect to other server types.

() E-mail Account

Your Name: ‘

Example: Ellen Adams

E-mail Address: \

Example: ellen@contoso.com

Password: \

Retype Password: |

Type the password your Internet service provider has given you,

() Text Messaging (SMS)

© Manually configure server settings or additional server types

| |
[ <Back| | next> |
Step 3: Choose Internet E-mail. Then click Next.
(B Add New Account
I Choose Service
© Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
) Mi ft Exch or tible 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
I
| [ <Back] [ Next> |
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Step 4: An Add New Account window prompted up. Then fill in the following items:

Your Name: User’s Name

E-mail Address: User’s email address

Account Type: POP3

Incoming mail server: pop3.hgcbizmail.com
Outgoing mail server (SMTP): smtp.hgcbizmail.com
User Name: User’s email address

Password: User email login password

Then check the Remember password box. Then click More Settings.

Internet £-mail Settings
Each of these settings are required 1o get your e-mall account working,
User Ink 1 Test A Settings
Your Name: st After filng out the information on this screen, we
recommend you test your account by diding the button
E-mal Address: test Sdoman. com below. (Requires network connecton)
[ Test Account Setangs
Account Type: POP3 =l —
Incoming mol server: 3 hact /. Test Account Settings by didking the Next button
PoP: o Deliver new messages to:
Quigong mal server (SMTP)1 smitp.hgcbizmail.com
© Neg Outiock Data Fle
e Exgsting Outiook Data Fle
h WUser Nome: test @doman. com =
Password: CETTTTT
2 I / Remember password I
[ Reguire logon using Seaure Password Authentcaton (SPA) 3 fr]
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Step 5: Internet E-mail Settings box prompted. Then select Outgoing Server tab, check My outgoing server (SMTP)
requires authentication box

(@ Internet E-mail Settings

Mail Account

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

‘test@domain.com|
Other User Information

Organization: [
Reply E-mail: |

(D Internet E-mail Settinas =)
I 1
General | Outgoing Server |lConnection | Advanced |

I [¥1My outgoing server (SMTP) requires authentication: |
(5)L_Jsesamesetmgsasmyhc0tmgmaiserver
© Log on using

User Name: I I

Password: [ I

[V]Remember password I
[]Require Secure Password Authentication (SPA)

i ) Log on to incoming mail server before sending mail ‘

P [ o J[ cancel
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Step 6: Click Advanced tab.
r
D Internet E-mail Settings g
[ General | outgoing Server | | Advanced |
]
Server Port Numbers
Incoming server (POP3): | 995 i [U&Qefadts] /
Ttisserverremiesangnamhedcomecﬁon (SSL) I
Outgoing server (SMTP):| 587
Use the following type of encr connection: iTlS E]
Server Timeouts ’\
Delivery
[V] Leave a copy of messages on the server |
Remove from server after 14 |2}
[TRemove from server when deleted from
5
u — = S == H
Then click OK.
Step 7: Click Next.

D Add New Account

Internet E-mail Settings
Each of these settings are required 1o get your e-mall account working,

Exsting Outiook Data Fle

[ Reguire logon using Seaure Password Authentication (SPA)

User Information Test Account Settings
Your Name: test After filng out the information on this screen, we

recommend you test your account by didang the button
Emal Address: test Sdoman. com below. (Requires network connection)

Test Account Setengs

Account Type: POP3 w':J -
Incoming mal server: pop3.hgcbizmail.com V] Test Account Settngs by diding the Next button

Deliver new messages to:
Quigong mal server (SMTP):  smitp hgchizmaill.com

© Neg Outiook Data Fle

2 With encryption > fill in the Incoming
server (POP3) as 995 and tick This
server requires an encrypted
connection (SSL) box.

OR

No need encryption > fill in the
Incoming server (POP3) as 110 and
Untick This server requires an
encrypted connection (SSL) box.

3 Fill in the Outgoing server as 587.
And choose the encrypted
connection as TLS.

2 Check the Leave a copy of
messages on the server box.
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Step 8: A testing account setting window will be prompted. Wait for a moment until the Test is completed.
Then click Close.
Test Account Settings
‘| Congratulations! All tests completed successfully. Click Close to continue. |
Tasks | Errors
Tasks Status ‘
1 w/ Log onto incoming mail server (POP3) Completed 1
\/Send test e-mail message Completed
- —__lul
Step 9: Click Finish. Congratulation you have finished setup an IMAP account
A Add New Account L gt )

Congratulations!

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

To dose the wizard, dick Finish.
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3. Get Help and Support

We are glad to assist you with any enquiry or issue on the setup and use of service. Please contact our
Support team via phone at 3160 3160.
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