1. Start Microsoft Outlook 2010 and click File

Home Send

?% Save Attachments

2. Click Account Settings, followed again by the pop-up Account Settings

Account Settings
@ Modify settings for this account and configure additional
= connections,
Account
Settings -
7| Account Settings...

o5 Add and remove accounts or change
existing connection settings.

H_-—% Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Teols -

3. On the E-mail tab, click on New...

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

I

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

W Repair, . P change... @ SetasDefaulk 3 Remove & &

4. Select E-mail Account, and then click on Next >



?ﬂd MNew Account X__I-

Choose Service

@ E-mail Account

Connect to an e-mail account provided by your Internet service provider (I5F) or
your organization.

(" Text Messaging (SMS)
Connect to @ mobile messaging service.

") Other

Connect to a server type shown below.
Fax Mail Transpart

SR [ (7))

5. Select Manually configure, and then Click Next >

@ Manually configure server settings or additional server types

((ext>) |
6. Click Internet E-mail, and then Click Next >

Choose Service

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

7. Enter in your Scorch Account details provided to you on installation, or by our help desk.

Your Name: The name you want recipients to see eg. John Smith
E-mail Address: Your Scorch email address in full

Account Type: POP3

Incoming mail server: pop3.scorch.co.nz



Outgoing mail server: smtp.scorch.co.nz
User Name: Your Scorch email address including @scorch.co.nz
Password: Your Scorch email password

mﬂew

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

User Information Test Account Settings
Your Mame: |John Smith | After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: |j°hnmim@gmfd1,m,nz | below. (Requires network connection)
server Information
| Test Account Settings ... |
Account Type: | POP2 IE“

| Test Account Settings by dicking the Mext buttan

Incoming mail server: |pop3,5mrd'1,m.nz
Deliver new messages to:

Outgaing mail server (SMTF): |s111p.5cord’1.m.nz |

@ Mew Outlook Data File

e () Existing Qutlook Data File
User Mame: |johnsmiﬂ'1@scord'1.m.nz | | | Browse
Password: |==l=l=l=l== |
Remember password
Require logon using Secure Password Authentication (SPA)

8. Outlook will now test the incoming and outgoing mail servers, if it succeeds you will see
Completed twice. Click Close to continue. If it shows errors, Click Close and check for
spelling mistakes or typing errors, and check your username and password.
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Congratulations! All tests completed successfully. Click Close to continue. | Stop |

Tasks Errors

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

9. Congratulations! You have successfully setup your e-mail account. Click Finish.



Congratulations!
You have successfully entered all the information required to setup your account,

To dose the wizard, dick Finish,

Add another account...

oo ()

10. The last step, you will now see your new email account setup as below. Simply click

Close.

E-mail | Data Files I RSS Feeds I SharePaint Lists I Internet Calendars | Published Calendars | Address Books|

'.QNEW... W repair,.. W change.. @ SetasDefaulk W Remove # 0 #

Marne Type
ﬂ johnsmith@scarch.co.nz POP/SMTF (send from this account by default)

All done. Click to the Home tab and enjoy.



If you have any issues, feel free to call 0800 726 724 for further assistance.



