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User Manual
Configuration of Outlook Account

(Outlook 2010, 2007, 2003 and earlier)
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Outlook 2007 and Outlook 2010

1. BHEL " Outlook ;| -
Start “Outlook”.

2. %1 0utlook 2007 : #% " TH , ("IRFHUE J &EEHL THEIRS -
401 Outlook 2010 : HEEE " fE% ) 1RIEEHL " MRS, -
For Outlook 2007: Click “Tools” - "Account Settings” then click “New".
For Outlook 2010: Click “File” menu, then click “Add Account”.

Outlook 2007:
[ Outlook Today - Microsoft Outlook

: File Edit View Go Tools il;\ctions Help

3 New ~ @ @ _:i‘ Send/Receive > ble
g Instant Search B —
Mail o
Favorite Folders i} Address Book.. Ctrl=Shift=B F—
[ Inbox (51 Rules and Alerts... -
= Nov
LD sentiems Mailbox Cleanup...

| Mail Folders
2] All Mail Items

@ Empty "Deleted Items” Folder

Forms 4
=) €5% Personal Folders
(&) Deleted Items Macro %
[ 7| Drafts | Account Settings...
[ Inbox
'-Td Junk E-mail Trust Center...
La Outbox Customize...
LE) RSS Feeds

Options...

[~ Mail 1

o New... R repair... Wl Chana

’ Name

Outlook 2010:

Home Send / Receive Folder View Developer

Save As )
] Account Information

g Save Attachments
) Microsoft Exchange Server
Info < 2 Microsoft Exchange
gp Add Account
Open
] Add an e-mail account or other connection.
Print

Account Settings



Esi

3. B T FEROE RS E S E RS S et T2, -
Click to select the “Manually configure server settings or additional server types”,

and then click “Next".

=)

- -
Add New Account DA - -

Auto Account Setup
Connect to other server types.

() E-mail Account

() Text Messaging (SMS)

(@ Manually configure server settings or additional server types |

[ < Back “ Next > ][ Cancel

4. BEEE T EIRAERREE TN, &IE T2, -

Click "Internet E-Mail”, and then click "Next”.

-
Add New Account

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

_) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SMS)
Connect to a mobile messaging service.
") Other
Connect to a server type shown below.
Fax Mail Transport

[ <Back [ nmext> | [ concel

5. 1E AR B ATEEA CRREAR, - fE TET
B ) LR CETERAL , - fF ORISR o
£ POP3, 5 "IMAP, IRF - {£ " PuENHER ) S

Mcloudmail.hkbnes.biz | -
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£ T ANFEMEARES (SMTP) | E | T cloudmail.hkbnes.biz | -
£ TP EE TRE TR, o 1R TS

B THYETS ) o AAERRE T HMEGE ) -

Enter your "name” in “Your Name" field. This name will be displayed as "Sender" in all
outgoing mails.

Enter your “email address” in “E-mail Address” field.

Select “POP3" or "IMAP" in "Account Type”

Type “cloudmail.hkbnes.biz” in “Incoming mail server”.

Type “cloudmail.hkbnes.biz” in “Outgoing mail server (SMTP)". Type
“your full email address” in “User Name”,

Type “your email account password” in “Password”,

Then click “More Setting”
Add New Account (x

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

User Information Test Account Settings

Your Name: After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: below. (Requires network connection)

Server Information

Account Type: POP3 B

Test Acco s b
Incoming mail server: S u s b

y dicking the Next button

Deliver new messages to:
Outgoing mail server (SMTP):
©) New Outlook Data File

Logon Information Existing Outlook Data File

User Name:

Password:

[¥]Remember password

[] Require logon using Secure Password Authentication (SPA)

6. ¥ MAMEfEMRES . H o B T IAVIMEFER
2 (SMTP) FBhess | - BEHL | (IS A ED
A EfkastHEIRYEE 5 °
Click "Outgoing Server” tab
Tick "My outgoing server (SMTP) requires authentication”.

Select Use same settings as my incoming mail server
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Internet E-mail Settings @

Putgoing Server || Connection | Advanced

My outgoing server (SMTF) requires authentication

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

Remember password
Require Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail

[ OK ] ’ Cancel

7. f% TfERE, H
WIEERE POP Y SEETEIE B T 995 1 ; 41 IMAP S5EE |- 1993 -
NGt THEE ) WidE T SERK
Go to the “Advanced” tab
For POP3 user, please enter “995” in “port”; for IMAP user, please enter “993”
Click “OK” and “Finish”

Internet E-mail Settings x|

eneral I Oubgoing Server I Connection| Advanced I

Server Port Mumbers

Incoming server (FOP3 ||995 Ilze Defaults |

Iw This server requires an encrypted conneckion {551

oukgaoing server (SMTR): |25
IUse the following type of encrypted connection: INDHE vI

HEEETEECEE SR

Congratulations! Your mail account setup is now complete!
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Outlook 2003 and earlier versions of Outlook

1. BHEX "Outlook | -
Start Outlook.

2. T THE > NIRPE, -
Click "Tools” = "E-mail Accounts”.
Inbox - Microsoft Outlook

P adNew - | X | uRey | Find > B
: 83 | @Back @ | A [l AddressBock... Ctrl+Shift+B
i

—
mail e -
(o]

Empty Deleted Items" Folder

Favarite Folders | c
IE Inbox | E-mail Accounts... e
| Unread Mai Customize. ..
| For Follow Lip _
[=4 Sent Items Opfions...
All Mail Folders | &
I

3. f7 TEREIRE ) A& TN o
Select the “Add a new E-mail Account” option, and then click “Next”.
E-mail Accounts

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

E-mail

(%)iAdd a new e-mail account:

(O View or change existing e-mail accounts

Niuncbnwns

4. 1£ "ElflgesiEAY ) f 2R TPOP3 B¢ TIMAP, MR NG TR0 -
Select "POP3" or "IMAP" in “Server Type”, and then click "Next".
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E-mail Accounts

Server Type
You can choose the type of server your new e-mail account will work with,

) Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents

Connect to a POP3 e-mail server to download your e-mail.
O map

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

Y HTTR

5. fF TASHIEAG P A A TG, -
£ TEFEEAE ) S EOREY T ETEEE, o AR TIRPAL 4
% TPOP3 = "IMAP  IRFE - f£ " B fEikes , JH B
" cloudmail.hkbnes.biz , - 1£ " /B (F(EIRES (SMTP) | $H I
" cloudmail.hkbnes.biz , - 7+ "FHFE%f# | HH E T EETEZHy
iJJ:J ° E r?ﬁﬁ%J fﬁi\li r@ﬁ'ﬂ%ﬁ%J °
NI T HAtEE
Enter your “name” in "Your Name" field. This name will be displayed as "Sender" in
all outgoing mails.
Enter your “email address” in “E-mail Address” field.
Select "POP3" or "IMAP”" in "Account Type”
Type “cloudmail.hkbnes.biz" in "Incoming mail server".
Type "cloudmail.hkbnes.biz” in "Outgoing mail server (SMTP)". Type
“your full email address” in “"User Name”,
Type "your email account password” in “Password”,

Then click "More Setting”

6. & THNEFEMRES L H o BEHL T IRAVIMNE(EIRES (SMTP) SR8, -
ABEEL T (o FHER P R E R SR RIAVEE L
PAt&TE THEE ) g TN 20 SRR -

Click "Outgoing Server” tab
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Tick "My outgoing server (SMTP) requires authentication”.
Select Use same settings as my incoming mail server and click OK

Click Next, and then click Finish.

Internet E-mail Settings E'

Genera | Outgoing Server | Connection || Adwvanced

[#]3y outgoing server (SMTP) requires authentication;

@,‘l Ilse same settings as my incoming mail server

{JLog on using

e VRS H

WIEERE TPOP, HYFIFES(EE b T995 ;40 "IMAP | G5EH - "993 -
et THEE ) WidE T SER

Go to the “Advanced” tab

For POP3 user, please enter “995” in “port”; for IMAP user, please enter “993”
Click “OK” and “Finish”

Internet E-mail Settings x|
General I Oukgoing Server I Conneckion

Server Pork Mumbers

Incoming server (PDPS}I IQE‘S Use Defaults |

I¥ This server requires an encrypted conneckion {S5L)

Qukgaing server (SMTP): |25
Ize the Following type of encrypted connection: INDnE TI

R EUEATE T R EE

— /0B

Congratulations! Your mail account setup is now complete!



