Setting up Outlook to get E-Government email

For this example, | have us@thil@My-Domain.conou should use your email address instead of
this one. Here are the steps:

In Outlook, choos&mail Accountsfrom theTools menu. You should see the following display.

E-mail Accounts i x|

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

& ‘iew or change existing e-mail accounts

Directory

7 Add a new directary or address book,

7 View or change existing directaries or address books

= BAEl: I Mext = I Close |

As in the screen above, selegidtd a new_email account’ and click on Next >". You should get the
following screen.

E-mail Accounts 11N x|

Server Type
“fou can choose the type of server your new e-mail acount will work wikh,

" Microsoft Exchange Server

Connect koan Exchange server ko read e-mail, access public folders, and share
-documents.
© pors
Connect toa POP3 e-mail server to download your e-mai,
" IMAP

Connect bo an IMAP e-mail server to download e=mail and synchranize mailbos:
Folders.

 HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.,

" Additional Server Types
Connect to another workgroup of 3rd-party mail server.

= Back I Mext = I Cancel |

Select “FOP3” and click on “Nxt” in the above screen.

Then fill in the next screen as in the followingaexple. However, enter your name and email address
instead of Phil's information. Th@coming mail server (POP3)must be
“mailserver.e-government.corm Use that exact value regardless of your domamen If you have

not been told to always use a specific SMTP serakre, then th@utgoing mail server (SMTP)

also be set tmailserver.e-government.com
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TheUser Namemust be the same as the full email address. Ed?absword make sure you enter
your email password, not you website admin password

E-miail Accounts

Internet E-mail Settings (POP3)

Earh of these settings are required to gek wour e-mail account warking.

User Information

four Mame: [Phil Sturm

E-mail Address: IPhiI@My-DDmain.cDm

Logon Information

User Mame: IPhiI@M';.-'-Du:umain.cu:um

Password: I********

¥ Remember password

- Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POP3): Imailserver.e-government.t

Dukgaing mail server (SMTR): Imailserver.e-gwernment.t

Test Settings

After Filing auk the infarmation on this screen, we
recammend wou kest your account by clicking the
butkon below, (Requires network connection)

Test Account Settings ... |

Mare Settings ... |

« Back I Maxk = I Cancel

The next step is only if you are using the sethirgglserver.e-government.confor theQutgoing
mail server (SMTP). If so, Click on More settings..” and you'll see the following screen:

Internet E-mail Settings

eneral | Outgaing Server I Connection I #Advanced I

Mail Accounk

X

Twpe the name by which you would like bo refer bo this
account. For example; "work! or "Microsoft Mail Server”

Other User Information

Organization: |

Reply E-mail; I

o |

Cancel
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Click on the Outgoing Server tab on the top of the box and you'll see...

Internet E-mail Settings x|

‘General Qutgaing Server |Connection | Advanced |

¥ 3y oukbgoing server (SMTP) requires authenkication;

o Use same settings as my incoming mail server

" Log on using

ser Marme:

Bassword:

¥ Remember password

™ Log on using Secure Bassword Authentication (SPA]

" Log on ko jncoming mail server before sending mail

oK I Cancel |

Make sure the box alongsid®ly outgoing server (SMTP) requires authenticatiori is checked and
the box labeledUse same settings as my incoming mail servas chosen. Then click on “OK”. The
email accounts page will now display again as shbalaw. Click on Test account settings.".
towards the bottom of the right column.

E-mail Accounts |

Internet E-mail Settings (POP3)
Earh of these settings are required to gek wour e-mail account warking.

User Information Server Information

Your Mame: |Phi| Sturm Incoming mail server (POP3): Imailserver.e-government.t

E-mail Address: IPhiI@My-DDmain.cDm Outgaing mail server (SMTR): Imailserver.e-gwernment.t

Logon Information Test Settings

User Mame: Iphﬂ@m-:,-_D.:,main..:.:,m After Filing out the information on khis screen, we
recammend wou kest your account by clicking the

Password: I******** butkon below, (Requires network connection)

¥ Remember password
Test Account Settings ... |

- Log on using Secure Password

Authentication (SPA) Maore Settings ... |

< Back I Mext = I Cancel
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If everything was setup properly, there should beemors and you’re done. If there are any errioss f
verify that all information has been entered cdiyec

The most common problem occurs in the setup fogaag mail. This is the screen you're likely to
see:

Test Account Settings

Some errors occurred while processing the tests, Review the list of errors Stop
below for more details. If the problem persist after taking the suggested

actions, contact your Internet Service Provider,
Errors
W@ Send test e-mail message: Outlook cannot connect to your outgoing (SMTP) e-mail server,

If you continue to receive this message, contact your server administrator or Internet
service provider (ISP,

If you get this, first check the value you entef@dOutgoing Mail Server (SMTP). Unless you

know that your location requires special settirigshould saymailserver.e-government.conmexactly

as it appears here. If that is correct, thenlikedy that your firewall, router or Internet See

Provider (ISP) has a block on port 25. If so, ta#her the block must be remover or you may require
a special value for the SMTP server. Please chétkyour network administrator or ISP for the
correct setting for this value.

For any other errors, please send us the erromnaton. If you have another method of sending

email, when the error is displayed, please preks <®rtSc> which will copy the error information
into your PC clipboard and paste it into an emad aend it to Support@E-Government.com.
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