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1. Select ‘Tools’ -> ‘E-mail Accounts’

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(#) add a new e-mail account
) wiew or change existing e-mail accounts

Directory

(" add a new directary or address book
(") Wiew or change existing directories or address books
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2. Select ‘Add a new e-mail account’ and click ‘next’.
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Server Type
You can choose the bype of server wour new e-mail accounk will wark, with,

"I Microsoft Exchange Server

Conneck ko an Exchange server ko read e-mail, access public Folders, and share
docurnents.,

(*)POP3
Conneck ko a POP3 e-mail server ko download your e-mail,
) IMaP

Connect to an IMAFP e-mail server to download e-mail and synchronize mailbox:
Folders.

{JHTTP

Conneck o an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

) Additional Server Types
Conneck to another waorkgroup or Srd-party mail server,

[ < Back ” hext = ][ Cancel J

3. Select either a POP3 account or IMAP account (note that Freemail users do
not have access to IMAP).
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E-mail Accounts

Internet E-mail Settings {(POP3)
Each aof these settings are required ko gek yvour e-mail accaunt warking,

User Information Server Information

Yaur Mame: |_-|,:.|-,,-, Smiith | Incoming mail server (POPI: |mail.|:|luel:n:|ttle.|:|:|m |

E-mail Address: |:uhn.smith@l:uluel:u:uttle.l:l:nm| ©utgaing mail server (SMTRY: |mail.|:uluel:u:ul:tle.l:l:um |

Logon Information Test Settings
User Marne: |:|hn.smith@bluebnttle.cu:um | &fter filing out the information on this screen, we
recommend you tesk your account by clicking the
Password: |****** | button below, (Requires network connection)
Remember password

[ Test Account Settings ... ]

|:| Log on using Secure Password

Authentication (SPA) More Settings

[ < Barck ][ Next = ][ Cancel ]

»

Enter the name you want your emails to be addressed from in the “Your
Name’ field. ‘Email Address’ should be your complete Bluebottle email
address, eg john.smith@bluebottle.com.

The Incoming and Outgoing mail servers should be ‘mail.bluebottle.com’.
Username should be your complete Bluebottle address.

Enter your password in the ‘Password’ field and select ‘Remember password’
if you don’t want to re-enter it every time you check your email.

DO NOT select ‘Log on using Secure Password Authentication (SPA)'.
Now click on ‘More Settings'.

www.bluebottle.com 100% spam free email



“~ bluebottle

E-mail Accounts |X|

Internet E-mail Settings (POP3)
Each of these settings are required ko get your e-mail account working.

Internet E-mail Settings

il bluebiottle, com |

Outgoing Server i i
E-| | General gond | Connection | Advanced {mail bluebottle, com |

My autgoing server (SMTR) requires aukhentication

Lg
@ IJse same setkings as my incoming mail server
14 ] b Ehis screen, we
L i)
OlLogon using bint by clicking the
P3 Ilser Mame; k connection)
Password:
F Remember password

Log on using Secure Password Authentication (5PA) i '
Mare Setkings ...

" Log on to incoming mail server before sending mai

][ Mext = ] [ Cancel ]

L O, J[ Cancel J

5. Now click on the ‘Outgoing Server’ tab and select ‘My outgoing server
(SMTP) requires authentication and ‘Use same settings as my incoming mail
server'.
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E-mail Accounts

Internet E-mail Settings (IMAP)

Each of these settings are required to get your e-mail account working.,

Internet E-mail Settings

Server Port Mumbers

Lg
Incoming server (IMART: Use Defaults

14 [ ] This server requires an encrypted connection {S5L)

P4 Cutgoing server (SMTR;

[ This server requires an encrypted connection {5515

Server Timeouts

E- | General " Oukgoing Server " Connection | Advanced

O Shaott 7 Long 1 minute
Folders
Roak Folder path: |mail,|'

6.

L 0] 4 J[ Cancel J

il blusbottle, com |

|
{mail. bluebottle, com |

Mare Setkings ...

][ Mext = ] [ Cancel ]

If setting up an IMAP account, click on the ‘Advanced’ tab after completing

Step 5. Not set the ‘Root Folder Path’ to ‘mail/’.
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8] Microsoft Office Outlook
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L7 Drafts

[ Inbaox

Ea Jurik E-mail

(4 outho

E Sent Tkems

# [ Search Folders

== 1zl bluehotte, sz
= Inbox (1}
3 Junk E-mail

Qpen

Cpen in Mew \indow
Send Link ko This Folder
advanced Find. ..

Rename "mail.bluebottle. com"...

Mew Folder. ..

| IMaAP Falders...

IUpdate Folder List

Add ko Favorite Folders
Process Marked Headers
Cpen Outloak Data Eile. .

Close "mail, blusbottle . com”

Sharing. ..

Properties For "mail, bluebaottle, com”, ..
T

7. To display IMAP folders, right click on your IMAP account and select ‘IMAP
Folders'.
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B IMAP Folders

Display folders whose names contain;
| | CIUEry |
Al Subscribed stop
Falders i
Deleted [tems q
[ Jurk E-mail
Sent [temsz
When displaying hierarchy in Outlook, show only subscribed Folders,
[ (04 J [ Cancel J Apply

o

Now click on ‘Query’. You will then see your IMAP folders listed, select the
ones you want and click on ‘Subscribe’.
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