Changes to Outlook for Tore’s Home Email

In Outlook Select Tools > Accounts >

¥ Inbox - Outlook

File Edit View BN Message Help

@ ] ﬂ - ﬁ Send and Receive »

Synchronize All

Address Boaok... Cirl4+5hift48
Add Sender to Address Book

Message Rules »
Windows Messenger b
Mewsgroups... Ctrl+w
Dptions...

This is what you should see, or something like it.

Internet Accounts

[a1 | Mal | News | Directory Service | Add 3

Account Type Connection Remove

L = accounting mail Any Available - ol
% Bell South mail {default) Ay Available
@ Berton Roofing ... mail Any Available
CSiCarla Kiby with ... mail Any Available

!%customerservice ... mail Any Available

%mail designd2.com  mail Ay Available

%nOrellana @bran... mail Any Available Export...

@sales@bmndligl‘ﬂ ... mail Arty Available

%suppoﬂ @beauh... mail Ay Available

You should only have one account here.

Make sure it is highlighted and click Properties.



This is what you will see.
Most of your settings should not have to be changed. But, if you want to, this is a good opportunity.

Confirm that they match the settings here.

= Benton Roofing Admin Properties

General |5n.=,-r'u'ers | Connection || Security | Advanced |

Mail Accournt

Type the name by which you would like to referto these
gervers. For example: "Ward" or "Microsoft Mail
Server”.

|Name the account here |

User Information

Name: \Put your name here

Organization: |F'ut your company name here

E-mail address: | leslie@toreshome.com

Reply address: | leslie@toreshome.com

Include this account when receiving mail or synchronizing

Select this box to automatically download email.

| ok || Ccaneel oo

The account name is if you have lots of accounts. If you only have one, it doesn’t really matter.

Be sure to check “Include this account when receiving mail or synchronizing”



= Benton Roofing Admin Properties

General | Servers |Cunnec:til:m || Security || .ﬁ.dvann:ed|

Server Information

My incoming mail serverizs a | [g8]58] BEMVET.

Incoming mail (POP3): ||:u:u|:u.gmail.|:|:|m |

Cutgoing mail (SMTP): |sn1tp.gmai|.n:n:um |

Incoming Mail Server

Accourt name: |IesliE@tDresthE.cDm |
Paszsword: |[.:H'_-;swurd |
Femember password

[ ] Log on using Secure Password Authentication

Dutgaoing Mail Server

My server requires authentication

l 0K ] [ Cancel App

This is where the changes will be:
Incoming mail (POP3): pop.gmail.com
Outgoing mail (SMTP): smtp.gmail.com

Be sure you check “Remember password”
You should not have to edit this, since we have not changed it.

If you don’t remember your passwords, they are in an email to me dated Thursday, February 11, 2010
11:04 AM

Be sure you check “My server requires authentication”



¥® Benton Roofing Admin Properties

| General | Servers | Conrection |Securih.r | Advanced |

Connectan

ﬁ It this accour requires you to connect usinga LAM ara
@} specific dial-ux connection, you may ovemide your default
Intemzt Explorer connection setting.

] Always connect te this account using:

I OK l[ Cancszl ] App

You don’t have to change anything on these 2 tabs.
They should already look like this.

¥= Benton Roofing Admin Properties

| General || Servers | Connection | Securty | Advanced|

Signing certificate

Select the sigring cerificate below. This will determine the daital
1D wsed whien signing messages wilh Lhis aceounl.

Certificate: | | [ Select.. ]

Encrypting preterznces
Select the encryption cerificaie and algorthm. These are

included with your digr.alty signed messages so other can send
encrypled mailto you with these settings.

Certficate: | | Select...

Agorittm; | 3DE3 v

oK || can




¥® Benton Roofing Admin Properties

| General || Servers | Connection | Seu:urit{,r| Advanced

Server Port Mumbers

Outgaing mail (SMTP): Ise Defats
This server nequires a secure connection (S5L1)
Incoming mail (FOP3):
This server nequires a secure connection (55L1)
Server Timeouts

Shot ~F——— Llong 1 minute

Sending

[ ] Break apart messages larger than |:| KB

Deliveny

[ ]Leave & copy of messages on server

D

CK H Cancel ] Apph

Be sure to check “This server requires a secure connection (SSL) for both Outgoing mail (SMTP) and
Incoming mail (POP3)”

You can leave the rest of the setting alone, they should be fine.

You can also check email on the road or from another computer using this link:
https://www.google.com/a/toreshome.com/




