Step One: Under File in Outlook select account settings
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Add a new account- please select Manually configure server settings:

u}

- B Sent ltems - Outlook - Microsoft Outlook =
Home | Send/Receve  Folder  View  Adobe PDF o @

Ty lgnore x -\_i -\_E ‘,_3 B, Meeting (23 Feb 2013 (3} To Manager o3 “f\> @ [~} Find a Contact ~
% Clean Up + &7 Team E-mail « Done e b ] [ Address Book =1
Mew  Mew Delete | Reply Reply Forward & S : Move Rules OneMote Unread/ Categorize Follow Send/Receive
E-mail ftems -~ | & Junk = o @ More ™ | [ peply & Delete 7 Create New e B s “ Nox | Filter E-mail = | il Folders
Mew Delete Re i Find Send/Receive
Drag Your Favorite Folders Here €
. ent Items (Ctrl+E) <
Auto Account Setup
. -~ 5 S cat
Qutloo A |1 D))o Corment t o server types. | size | Categories |
[ Inbox (1) S
L3 Agent Documents- Supplie 4 Date: Today 2
[ Agent Finished (-4 'DonB _ 2013 2:00... 390 KB ]
[ Articles- Agents (4 Susan © E-mail Account 2013 11:4... E
s ¢ (4 DenB £
[ CB Invoice {4 DonB Your hame; [ | i
@ CCE Misc = 4 Myers Example: Ellen Adams H
[ Leisure Pops = =
£ Emal Address: | | g
3 Lon [4 ‘Steph hd
b3 Marketing Campalgns Example; ellen@zantasa,zom g
3 i a
3 Mom and Don RE: Email =
) Password: [ | z
P [ New Agents Erin Marsh < 3
[a OT Catering D Retype Password: [ | 3
| P o tarahaniey Type the password yaur Internet service provider has given you,
[ sabre vl
3 shelley I honestly thi () Text Messaging (SMS) at | emailed mirror what you pull up when E
(3 Thank you setting up? | ing port number you need is: Outgoing Server 2
[ Unassigned Leads (18] Port Number] ~
fie - - =
[ Sent Items (® Manually ngs server types g
&> {5 Deleted items Frin -
o Pemese o1 2l
From: farahal
Sent: Wednesday, Ma
To: Erin Marsh
Subiect: RE: Email he
officesupport@cruisingce.com Uy ~
& sliaE-

Items: 1,383 o e 100 (-—U—F)

PM

20/2013




Select next. On the next screen, please choose internet email as your service:
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Next you will need to enter your information:
Your Name

Your Email

Account- POP3

Incoming Mail Server: mail.cruisingco.com
Outgoing Mail Server: mail.cruisingco.com
Username: Your email

Password: Your email password

Uncheck Require Logon Using SPA

Uncheck Test Account Settings

Deliver new Messages to: New Outlook Data File

Select More Settings
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Under Internet Email Settings

General Tab: Name- CCE

Organization CCE

Reply email- your email address

Then select the Outgoing Server Tab at the top of the small box
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Please check the box next to My Out Going server (SMTP) requires authentication. The bubble Use the

same settings as my incoming mail server should also be filled in. Please select the Connection tab
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Please make sure that your Connecting using your local area network (LAN). Select the Advance Tab.
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This is the port area:

The incoming Server (POP3) should be 110- leave that

The Outgoing server (SMTP) should be your provider port (587)- only if you have Comcast. Otherwise
you will need to look up your service provider’s Port Settings.

Also uncheck Leave a copy of message on the server.

Select Okay.
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Then Select Next and Finish and you should be okay. If not then let me know and we will talk the next

steps!



