Setting up your new YourLink email account in Microsoft Outlook

1. If you haven't setup an account on your system before a window will pop up to guide you through your setup, please
skip to step 3. If you already have an account setup other then a YourLink email account click: "Tools" -> "Account
Settings..."
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Instant Search ¢
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2. Click "New..." in the next window

Agcount Settings - . e |

E-mail Accounts
‘You can add or remove an account. Yow can select an account and dhange its settings.,

E+nal | Data Files | RS Feeds | SharePoint Lists | intemnet Calendars | Published Calendars | Address Books
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3. Click "Next >" to indicate that you are setting up an internet email account

@ Internet E-mail
Conmact to your POB, IMAP, or HTTP server to send and recene e-mad messages.
() Microsoft Exchange
Connect to Mroseft Exchange for 2ooess to your &-mal, calendar, contadts, faxes and voice mad.

() Other
Connect to a server type shown below.
Fax Mad Transpart

Outdock Moble Senvice (Text Messaging)

4. Check "Manually configure..." checkbox on the bottom left of the email box.

AddNewE-mailhccount

Auto Account Setup

Your Marmes:

Example: Barbara Sankovic

E-muail &cldress:

Example: barbaraif@contosa.com

Password:

Relype Passwordi |

Ty thee paresvrond your Inkernet Service provider has givven

[of] Marually configure server settings or additional server types




5. Enter your customer information

User Information

Your Name - will be displayed we a person receives and email

Email Address — corresponds with your columbiacable.net email address, if entered incorrectly your reply address will be
incorrect

Server Information
Account Type — Select POP3
Incoming mail server — Set to mail.columbicable.net, this is that server that houses all your emails
Outgoing mail server (SMTP) — mail.columbiacable.net, this is where emails will be sent to for delivery

Login Information
Username — columbiacable.net email address doubles as your username
Password - your email password.

- i
Add New E-mail Account o
Internet E-mail Settings S

Bach of thesa sathngs are required to get your e-mall account working. ™
User Information Test Account Settings
Your Mame: Johr Do After filing out the information on this soreen, we
recomimend you test your account by dicking the
E-mnall Address: john. dos@eolumbiacable net | Button belww, (Requires network connection)
Server Information .
- [Test.ﬁmntﬂeu'mg-s...
Account Typea: POPZ - ol
Incoming mad server: mail.salumbiacable. net
Outgong mal server (SMTF): | mail solumbliacable. net
Lagon Information
Lisar MName: john.des. columbiacable
Passweod: [namnmnnm

[¥] Remember passward
| |Require lagen using Secure Password Authentication (SPA)

7. Click the "More Settings..." button at the bottom right of your screen.

8. Select the "Outgoing Server" tab on the top of the window
9. Check the "My outgoing server (SMTP) requires authentication" check box
10. Enter the same information as your mail login into the "User Name" & "Password" fields

11. Click "Ok" to apply the changes and close the Settings window



12. Click "Next >"

- 11k ~
| Change E-mail Account ' L= |
Internct E-mail Scttings _;I/_
Each of theos sattings ane required o get your &-enad account workng. %
Internet E-mail Semngsw | ]
e b the information on this screen, we

|
[¥] My putgeing server (SMTP) reguires authentication
- @) Use same settings as my incoming mad server
2 Log o wusing

User e | John.dos.eolumblacable

CLETE T

[ st your secount by dicking the
(Recquires nebwerk connection)

Password:
I [] Eremember password
[ Require Seosre Password Authentication (SPA)

) Log on to ncoming mad server before sanding mal

Yow have successfuly entered 8l the information required to setup your
account,

To deoce the wizard, dick Frssh,
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