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Adjust your computer's settings

© Category
% System and Security User Accounts Large icons
: Review your computer's status c =
hange account type
Back up your computer @ . P plicons

L
=

Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

Programs
Uninstall 2 program
Get programs

AUTHORIZED

SERVICE CENTER

ComgTIA
INEWeld| AUTHORIZED

& Server

SERVICE CENTER

e

P

Search Control Panel

View by: Category ¥

Change the theme
Change desktop background
Adjust screen resolution

Ease of Access
Let Windows suggest settings
Optimize visual display

e §F&

Appearance and Personalization

Clock, Language, and Region
Change keyboards or other input methods

1. Open Control Panel, from the Start Menu, or by clicking Start, then “Run” then typing “control”
and pressing enter. Choose “Small Icons” under “View by”.

&3 » Control Panel » All Control Panel ltems »

Adjust your computer's settings

P Action Center

EX Color Management

4] Administrative Tools

Credential Manager

(= | B i

v | 45 | l Search Control Panel

2|

=3 AutoPlay
“® Date and Time

Viewby: Smallicons ¥

» Backup and Restore
e Default Programs

[ Desktop Gadgets &4 Device Manager &% Devices and Printers & Display

@ Ease of Access Center Flash Player (32-bit) E‘ Folder Options IA Fonts

(:] Getting Started @ HomeGroup g Indexing Options ﬁj Internet Options
&2 Keyboard [ Location and Other Sensors @ Mail (32-bit) ¥ Mouse

% Network and Sharing Center
! Personalization

@ QuickTime (32-bit)

Notification Area Icons
{5 Phone and Modem
‘L) Recovery

B NVIDIA Control Panel
3 Power Options
o Region and Language

M Performance Information and Tools
Programs and Features

%3 RemoteApp and Desktop Connections

% Sound @ Speech Recognition @ Sync Center 1™ System
LI, Taskbar and Start Menu [ Troubleshooting % User Accounts g Windows Anytime Upgrade
g Windows CardSpace & Windows Defender ‘ Windows Firewall © Windows Mobile Device Center

‘E Windows Update

2. Open “Mail” or “Mail (32-bit)” from within Control Panel.
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(P Mail Setup - Exchange

E-mail Accounts
Qj Setup e-mail accounts and directories. 4 E-mail Accounts... ¢

Data Files
&h Change settings for the files Outlook uses to
)

store e-mail messages and documents. Daia Fllesso

Profiles

Setup multiple profiles of e-mail accounts and
Q data files. Typically, you only need one. ahowbrofiless

L

Close

3. Click on “E-mail Accounts...”

(D Account Settings

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

il_i| Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

& New.. 3% Repair.. 13 Change.. @ SetasDefault X Remove # &

Name Type

Selected account delivers new messages to the following location:

michael@callactive.com\Inbox
in data file C:\Users\...\Qutlook\michael@callactive.com - Exchange.ost

Close

4, Click “New...”
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(A Add Account

Choose Service

{ISP) or your organization.

() Other
Connect to a server type shown below.

Fax Mail Transport

7[ Next > ][ Cancel

5. Select “E-mail Account” and click “Next”.

(A Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

\Llohn Doe

Your Name:
mple: Ellen Adams

< I
E-mail Address ljohn.doe@callactive.com
len@contoso.com

-----------

---------- |

rd your Internet service provider hasg

© iManual setup or additional server types

Q)
7

J [ Cancel

| <Back | Nedt>

6. Select “Manual setup or additional server types” and click “Next”.
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(M Add Account M

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 Qutlook.com to access email, calendars, contacts, and tasks

Connect to a server type that is listed below

>
| Fax NV

il Transport

< Back ][ Next > ][ Cancel

7. Select “POP or IMAP” and click “Next”.

(A Add Account ﬂ

POP and IMAP 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: john.doe@callactive.com |
Server Information
- [ Test Account Settings ... |
Account Type: POP3 BJ
: 3 I — Automatically test account settings when Next
Incoming mail server: mail.callactive.com | is dicked o Sl
Outgoing mail server (SMTP):  mail.callactive.com ‘ Deliver new messages to:
Logon Information @ New Outlook Data File
User Name: john.doe@callactive.com ‘ (L) Existing Outlook Data File
| Browse

Password: [axeeransnrn ‘

[¥]Remember password

[| Require logon using Secure Password Authentication

5

f [ <gaax ) net> ] [ cancer |

8. Enter your account settings as shown, and click “More Settings...”
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(@ Internet E-mail Settings g
m Outgoing Server | Advanced

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

) Log on using

User Name

, Remember password
["1Require Secure Password Authentication (SPA)

(©) Log on to incoming mail server before sending mail

[ OK ][ Cancel ]

9. Check the box next to “My outgoing server (SMTP) requires authentication”, and select “Use
same settings as my incoming mail server”, then click “OK”.

(B Add Account g

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Name: John Doe i We recommend that you test your account to ensure that

: g the entries are correct.
Email Address: john.doe@callactive.com ‘
Server Information

- [ Test Account Settings ... J
Account Type: POP3 E]‘
Incoming mail server: mail.calactive.com ‘ {-\utpmatlcally test account settings when Next
e | is clicked
Outgoing mail server (SMTP): | mail.callactive.com ‘ Deliver new messages to:
Logon Information © New Outlook Data File
User Name: john.doe@callactive.com ‘ () Existing Outlook Data File
Browse

Password: ExxxERRRARE ‘

) Remember password

[] Require logon using Secure Password Authentication

(SPA) More Settings ...

[ e P | )

10. Click “Next”.
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Test Account Settings .

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

Tasks | Errors

Tasks Status
/ Log onto incoming mail server (POP3) Completed
‘/Send test e-mail message Completed

11. The tests will run automatically. If any of the tests fail, click “Close” and go back to double-
check the settings entered. Otherwise, click “Close” and proceed.

(P Add Account 2t

You're all set!

We have all the information we need to set up your account.

| Add another account...

< Back m

12. That’s it! Your account is configured in Outlook and ready to use!
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