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Configuring your email client: Outlook 2007  

1. Open Outlook 2007. 

 

2. Click the Tools menu, and select 
Account Settings.  
 
 

 

 

 

 

 

 

3. Click on the 
Email tab and 
click on the New. 
button.  
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4. Next select 
Microsoft 
Exchange, 
POP3, IMAP or 
HTTP and click 
Next.  
 
 

 

 

 

 

 

 

 

5. On the Auto 
Account Setup 
window check the 
Manually 
configure server 
settings or 
additional server 
types and click 
Next.  

 

 

 

 

NOTE:  
Guy Designs does not support this feature on our mail servers, so you should not use the Auto 
Account Setup feature.  
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6. Select Internet E-mail 

option and click Next.  
 
 

 

 

 

 

 

 

 

7. Fill in the following fields: [see email for your details] 
o Enter Your Name as you want it to appear. 
o Enter your full email address in the Email address: field. 
o Select POP3  
o Enter [your incoming server] in the Incoming mail (POP3) server: field. 
o Enter [your outgoing server] in the Outgoing mail (SMTP) server: field. 
o Enter your full email address in the Account name: field. 
o Enter your email password in the Password: field. 

 

 

Please remember 
to contact Guy 
Designs if you’re 
wanting additional 
email accounts so 
these can be 
created for you. 
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8. Click the Test 
Account Settings 
button and you 
should see all 
items with green 
check marks... 
Click the Close 
Button to close 
the test window.  
Click OK to save 
your settings.  
 
 

 

 

 

9. Congratulations. You have finished the setup of your email account. Click Finish to close the 
setup wizard.  
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