Setting up a POP3 connection to your email
for Outlook 2010 and Outlook 2013

Telecom Services

Open Outlook. If the Microsoft Outlook Startup Wizard opens, on the first page of
the wizard click Next. Then on the E-mail Accounts page, click Next to set up an
email account.

" Microsoft Outlook 2010 Startup =

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Qutlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outlook 2010,

sack  |[ mext> | [ cancel |

If the Microsoft Outlook Startup Wizard doesn't open, on the Outlook toolbar click
the File tab. Then click Add Account above the Account Settings button. Click
Yes to configure and E-mail Account.
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Telecom Services

-Accnunt Configuration

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

@ Yes

{2 No

| < Back || Mext = ]l Cancel |

Click manually configure server settings or additional server types > Next.
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Add Mew Account

Auto Account Setup
Connect to other server types,

E-mail Account

Text Messaging (SM5)

@ Manually configure server settings or additional server types

| < Back || MNext = || Cancel

On the Choose Service page, click Internet E-mail > Next.
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"Add New Account ==

Choose Service

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

Microsoft Exchange or compatible service
Connect and access e-mai messages, calendar, contacts, faxes and voice mail messages.

Text Messaging (SM5)
Connect to a mobile messaging service.

| < Back || Next > || Cancel |

Provide the following information on the Internet E-mail Settings page:

Under User Information:
In the Your Name box, type the name you want users to see when you send
email from this account.

In the E-mail Address box, type your email address provided by GTB.

Under Server Information:
In the Account Type list, click POP3.

In the Incoming mail server box, type the POP server name. (mail.gtb.net)
In the Outgoing mail server (SMTP) box, type the SMTP server name.
(mail.gtb.net)

Under Logon Information:

In the User Name box, type your email address.

In the Password box, type your password. If you want Outlook to remember your
password, make sure the check box next to Remember password is selected.
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| Add New Account 1

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

User Information Test Account Settings

Your Name: User After filling out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: \User@domain.com below, (Requires network connection)

Server Information
| Test Account Settings ... |

Account Type: FOR3 E

S Yl ok et |V Test Account Settings by diddng the Next button

Delfiver new messa to:
COutgoing mail server {SMTP}: |\mail.gth,net i

@ New Outlook Data File

Logon Information

| Existing Outlook Data File
User Name: User @domain.com
Password: sexerrres

[¥] Remember password

[~ Require logen using Secure Password Authentication (SPA) |—|
More Settings ...

| < Back || MNext = || Cancel |

At the bottom of the page, click More Settings, and then fill in the Internet E-Mail
Settings dialog box as follows:

On the Outgoing Server tab, select My outgoing server (SMTP) requires
authentication.
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T ot ==

[¥] My outgoing server {SMTF) requires authentication
@ Use same settings as my incoming mail server
) Log on using

Remember password

Require Secure Password Authentication (SPA)

() Log an to incoming mail server before sending mail

ok || Ccancel

On the Advanced tab:

If you want to keep a copy of your messages on the server, under Delivery, click
Leave a copy of messages on the server. If you don't select this option, all
messages are removed from the server and stored locally on your computer.
NOTE: Some providers block port 25 for SMTP. You can use port 587 as an
alternate port.
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Internet E-mail Settings =

| General | Qutgoing Server | Cunnecﬁnn_!_ﬁ:dVEﬂCEd |

Server Port Numbers
Incoming server (FOP3): p
[| This =server requires an encrypted connection {S5L)

Cutgoing server (SMTF): 25 k

Lse the following type of encrypted connection: | Mone E|
Server Timeouts
Shart I Long 1 minute 1
Delvery - 3 E

[¥]Leave a copy of messages on the server

[¥] Remove from server after 14 +| days

[ Remove from server when deleted from ‘Deleted Items'

ok || caneel
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On the Add New Account page, click Next.
 Add New Account =

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

User Information Test Account Settings
Your Name: |LUser After filling out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: |User@domain. com below, (Requires network connection)
Server Information
| Test Account Settings ... |
Account Type: FOR3 B

S Yl ok et |V Test Account Settings by diddng the Next button

. Deliver new messages to:
COutgoing mail server {SMTP}: |\mail.gth,net

@ New Outlook Data File

Logon Information

| Bxisting Outook Data File
User Name: User @domain.com
Password: |Fezraeees

[¥] Remember password

[~ Require logen using Secure Password Authentication (SPA) R
| More Settings ... |

| < Back || MNext = || Cancel |

After Outlook tests your account, click Close to close the Test Account Settings
dialog box.

Test Account Settings

=)

Congratulations! All tests completed successfully. Clidk Close to continue. Stop

Close |
Tasks |_Er_r;|
Tasks Status
\/Lag onto incoming mail server (POP3) Completed
" Send test e-mail message Completed

On the Congratulations page, click Finish.

On the Account Settings page, click Close.
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=

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

To dose the wizard, dick Finish.,

> —
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