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The guide is to describe how to set up Outlook 2013 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.

Click Start, click Control Panel, and click Mail. In the Mail Setup dialog box, click E-mail Accounts.
In Account Settings window, click New.
Skip point 1.2 and go to point 2. Add New Account.

(A Mail Setup - Exchange2013 )

E-mail Accounts

- 3 Setup e-mail accounts and directories. S rr— |
S _{
Data Files

& Change settings for the files Outlook uses to Data Files. .. |
\J;]g store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail acoounts and Shaow Profiles. .. |
data files. Typically, you only need ane.

Close

b

[ :9 Account Settings ﬁw

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

E-mail |Da13 Filae | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books|

| i Mew... ¥ Repair. . ﬁf‘ Change... )( Remaove

| Mame Type |
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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.

Click Start, click Control Panel, and click Mail. In the Mail Setup dialog box, click Show Profiles.
In the Mail Setup dialog, click Add.
Enter a new Profile Name, and then click OK.

r =
(A Mail Setup - Exchange2013 |

E-mail Accounts

Setup e-mail accounts and directories.

& | E-mail Accounts... I
A
Data Files
&, Change setﬁngs far the files Outlook uses to Data Files. .. |
& store e-mail messages and documents.

Profies

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

Close |

(3 Mai . =

General |

Al The following profiles are set up on this computer:

]

I

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

When starting Microsoft Outlook, use this profile: I

™ Prompt for a profile to be used N

& Always use this profile 'l
=l

I

Cancel | ooty |||

4
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r_‘,':D Mew Profile ﬁw

L} Create New Profile oK

—
Profile Mame: .- Cancel

b

* 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... Remove Properties Copy...

When starting Microsoft Qutiook, use this profile;
* Prompt for a profile to be used
™ Always uze this profile

B

oK Cancel | fppb |
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2. Add New Account

Choose E-mail Account and click Next.

Choose Manual setup or additional server types and click Next.

Choose POP or IMAP and click Next.

In the Add New Account window, enter the following information in the respective fields:

Your Name: User’s Name

E-mail Address: User’s email address
Account Type: POP3

Incoming mail server: 2013pop3.hgcbizmail.com
Outgoing mail server (SMTP): 2013smtp.hgcbizmail.com
User Name: User’s email address
Password: User email login password

Check the Remember password check box.

Click More Settings.

In the Internet E-mail Settings window, select Outgoing Server tab, check My outgoing server (SMTP)
requires authentication checkbox and choose Use same settings as my incoming mail server.

Click Advanced tab, enter 110 in the Incoming server (POP3) field.

Enter 587 in the Outgoing server (SMTP) field.

Check the Leave a copy of messages on the server box. Click OK.

In the Add New Account window, click Next.

A testing account setting window will be prompted. Wait for a moment until the test is completed. Click
Close.

Click Finish.

A Add New Account &J

Choose Service

@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISF) or
your organization.
Text Messaging (SMS)
Connect to @ mobile messaging service.

Other
Connect to a server type shown below.
Fax Mail Transport

< Back MNext = l | Cancel
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Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Yaur Mame: | |

Example: Ellen &dams

i
E-mail Address: | |
| Example: ellen@contoso,cam
Passward: | |
H
Retype Password: | |
| Type the password your Internet service provider has given you,
|
|| @ Manual setup or additional server types e
|

<Back | Net> | | Cancel

-
(B Add Account

Choose Service

() Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

() Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

@ POP or IMAP
| Connect to a POP or IMAP email account

() Other
Connect to a server type that is listed below
Fax Mail Transport

HGC Superhub Hosted Exchange - OUTLOOK 2013 POP3 SETUP Guide
@ 2014 HGC. All right reserved.

< Back ]I MNext = I[ Cancel ]l

5|Page



&E superhub

Hosted Exchange Email Service

-
J.'a Add Account

POP and TMAP Account Settings
Enter the mail server settings for your account,

User Information

Your Name: |Johr| Doe |

Email Address: |]0hn.doe@hgc.com.hk |

|| Server Information

Account Type: |PDP3 lz‘l

Incoming mail server: |2013pop3.hgcbizmail.com |

Outgoing mail server (SMTF): |2013smtp.hgcbizmai|.com |

Logon Information
User Name: |john.doe@hgc.com.hk |
Passward: | F—— |

o Test Account Settings

‘We recommend that you test your account to ensure that
the entries are correct.

’ Test Account Settings ...

Automatically test account settings when Mext
is clicked

Deliver new messages to:

@ Mew Outlook Data File
() Existing Outlook Data File

| || Browse |

I Eemember password

Require lagon using Secure Password Authentication
[SPA)

More Settings ...

’ < Back “ Mext = Il Cancel l

-
sl,'uD Internet E-mail Settings

23]

Gei La | Ovtgoing Server [havanced

My outgoing server (SMTP) requires authentication
(@ Use same settings as my incoming mail server

() Log on using

User Marme: |

Pazsword: |

DRemember password

|:| Require Secure Password Authentication [SPA)

) Log on to incoming mail server before sending mail

I [ Cancel
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Q Internet E-mail Settings u

| General | Outgoing Servel | Advanced | o

Server Port Mumbers

Incoming server (POF3): 110 Use Defaults

|| This server requires an encrypted connection (55L)

[l Cutgoing server [SMTF}: 58?| N
I Use the following type of encrypted connection: i
[l Server Timeouts N
| Short ~ 97— Long 1 minute

Delivery
Leave a copy of messages on the server

| Remove from server after 14 El days

Remove from server when deleted from 'Deleted Items’

| ok || cancer |

1[3 Internet E-mail Settings E

| General I Outgoing Senrer| Advanced |

Server Port Mumbers

Incoming server (POF3): 110 Use Defaults

This server requires an encrypted connection [S5L)
Cutgoing server [SMTF): 58?|

Use the following type of encrypted connection:

Server Timeouts
Short ~ 97— Long 1 minute

—

Delivery

Leave a copy of messages on the server

| Remove from server after 14 Iil days

Remove from server when deleted from 'Deleted Items’

| ok || cancel

HGC Superhub Hosted Exchange - OUTLOOK 2013 POP3 SETUP Guide
@ 2014 HGC. All right reserved.

7|Page



&E superhub

Hosted Exchange Email Service

i Y
,‘;:D Add Account ﬁ

POP and TMAP Account Settings
Enter the mail server settings for your account,

User Information Test Account Settings
Your Name: John Doe We recommend that you test your account to ensure that
) the entries are correct.
Email Address: fohn.doe@hgc.com.hk
| Server Information
’ Test Account Settings ...
Account Type: POF3 lz‘
: : Automatically test account settings when Next
Incoming mail server: 2013pop3.hgcbizmail.com i clicked z = 2
Outgoing mail server ([SMTF): | 2013smtp.hgcbizmail.com Deliver new messages to:
Logon Information @ Mew Outlook Data File
User Name: iohn.doe @hge.com.hk () Existing Qutlook Data File
Password: P Browse
Eemember password

|:| Require lagon using Secure Password Authentication

SPA]
PA) More Settings ...

<= Back ][ Mext > ] |_ acel

r B
Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Tasks | Errors

Tasks Status
\/Log onto incoming mail server (POP3) Completed
L \/Send test e-mail message Completed
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Congratulations!

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

To dose the wizard, dick Finish,

Add another account. ..

<gack ||[__Finish i@
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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 phone at 3160 3160.
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