Adding a new Bee Creek E-mail Account to Outlook (2000 or later)

1. Open Outlook.

2. Click the Tools menu, and select Email Accounts...
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3. Select Add a new e-mail account, and click Next.

E-mail Accounts

E-mail Accounts

E-mail
i+ Add a new e-mail account

(" Wiew or change existing e-mail accounts

Directory
" &dd a new directory or address boaok

(" Miew or change existing directories or address books

You can change the e-mail accounts and directaries that Outlook uses,
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4. Choose POP3 as your server type by clicking the radio button, and click Next.

E-mail Accounts

Server Type
¥ou can choose the bype of server wour new e-mail acount will waork with,

" Microsoft Exchange Server

onnect to an Exchange server to read e-mail, access public folders, and
share documents.

* POP3

Connect ko a POP3 e-mail server ko download
wour e-mail,

" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize
mailbox Folders,

[ HTTP

Connect to an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox Folders.

" additional Server Types
Zonnect to another workgroup or 3rd-party mail server,
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5. Fill in the necessary fields to include the following information:

User Information

Your Name: Enter the name you would like to see in the From: field of outgoing
messages.

E-mail Address: Enter your full Bee Creek E-mail address (username@beecreek.net)

Server Information
Incoming mail server: (POP3): mail.beecreek.net
Outgoing mail server: (SMTP): mail.beecreek.net

Login Information

User Name: Enter everything before the @ symbol of your e-mail address.
(username@beecreek.net)

Password: Enter you password

After filling in all the information, click More Settings... at the bottom right.

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to gek vour e-mail account warking, :
User Information Server Information
Yaur Mame: |J,:,|-,,-, Sriikh Incoming mail server (POP3): |mai|.heecreek.net
E-mail Address; |jsmith@beecreek.net Cutgoing mail server (SMTP: |mai|.|:ueeu:reek.net
Logon Information Test Settings
Liser Mame: - after filling out the information on this screen, we
|]sm|th recommend yau kesk wour accaunt by clicking the butkan
Password: |******| below, (Requires nebwork connection)
v Remember password Test Account Setkings ...

[ Log on using Secure Password

Authentication (SPA) More Settings |
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6. On the Internet E-mail Settings window click the Outgoing Server tab.

7. Check the box next to My outgoing server (SMTP) requires authentication and select

Log on using, and enter your User Name and Password. Then click OK to close the
window.

General Jutgoing Server ] I:::unnecticun] .ﬁ.dvanced]

[+ My outgoing server (SMTR) requires aukhentication

" Use same settings as my incorming mail server

* Log on using

IJser Mame:; |jsmith

Passwiord: |*****

Iv Remember password

[ Log on using Secure Password Suthentication

" Log on to incoming mail server before sending mail

k. Cancel

8. Click Test Account Settings... After receiving Congratulations! All tests completed

successfully, click Close to close the Test Accounts Settings window.
Test Account Settings

Congratulations! All kests completed successfully, Click Close to continue,

Tasks lErru:urs ]

Tasks | Stakus
\/ Establish network connection Completed
\/‘Find outgoing mail server (SMTR) Completed
\/Find incoming mail server (POP3) Completed
\/ Log anta incaming mail server (POP3 Completed
\/Send kest e-mail message Completed

9. Click Next, and then Finish to close the E-Mail Accounts window.



