The instructions below are for setting up a Windeession of Microsoft Outlook to access an emadicamt hosted by
HLI Systems These settings will apply to Microsoft OutlooB® and 2010.

1. From the FILE tab, select Account Settings. AdE-mail Accounts will be displayed.
2. Select your existing email account and select “@lean
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You can add or remove an account. You can select an account and change its settings.

l ﬁ New... ‘3% Repair... ¥Sf Change... @ Set asDefaulk X Remove ® & l
Name Type
username @domain.com POP/SMTP (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Personal Folders\Inbox
|

3. Internet E-mail Settings will appear.
a. Fill in the boxes with your information

Internet E-mail Settings L
Each of these settings are required to get your e-mail account working. ' ‘ =

User Information Test Account Settings
Your Name: 'Your name| | After filing out the information on this screen, we
- - recommend you test your account by dicking the button
E-mail Address: your email address below. (Requires network connection)
Server Information
| Test Account Settings ... |

Account Type: |PoP3 [~}
[ncoming mal server: :w - [¥] Test Account Settings by diicking the Next button
Qutgoing mail server (SMTP): |yebsmail.hii.net
Logon Information
User Name: :your username
Emd: [ AXXXXXXXXXXXXXXX

Remember password

["]Reguire logon using Secure Password Authentication (SPA)

< Back [_uext> ][ Cancel ]




4. Next, click More Settings ...
a. Change your e-mail address....

Mail Account

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

2adomain.co }

5. Click Outgoing Server tab.
a. Place a check mark on My outgoing server (SMTPyireg authentication

@ Use same settings as my incoming mail server
© Log on using

User Name: I

[V]Remember password

[ ]Require Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail




6. Next click advanced tab.
a. Fill in the boxes with the new settings

7. Click OK and the Internet E-mail Settings box wilbse
8. Then click the Test Account Settings... button.
a. Ifit fails, then return to step 6 and change thegding Server (SMTP) to 589, and if it fails again
25. Once it passes click next and Finish. ClasendOutlook and restart.



