Microsoft Outlook POP Settings- CENTURY 21

In order to create a NEW POP3 account in Microsoft Outlook:
From the main menu click Tools = Email Accounts

TO ADJUST YOUR CURRENT SETTINGS SKIP TO
PAGE 4

E-mail Accounts

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

E-mail

—.. (%) 8dd & new e-mail account

i Wiews or change existing e-mail accounts

Directory

1 add a new directory or address book
i 3Wiew or change existing directories or address books

T .

< Back [ Mext = ,g [ Close ]
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Select “"Add a new email account” and click "Next”



E-mail Accounts

Server Type
You can choose the bype of server vour new e-mail accaunt will wark, with,

) Microsoft Exchange Server

Connect ko an Exchange server bo read e-mail, access public folders, and share
documents,

ﬂ {4}} POP3
Connect booa POP3 e-mail server bo download your e-mail.
{IMAP

Connect ko an IMAP e-mail server to dovwnload e-mail and synchronize mailbios:
Folders,

{JHTTP

Conneck ko an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbosx Folders.,

) Additional Server Types
onnect ko another workgroup or 3rd-party mail server,

| <Bak || Next;,\g | cancel |
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Select "POP3"” and click “"Next”




E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working,

User Information Server Information

Yaur Mame: e | Tncoming mail server (POP3): ;i:unp.centuryzl com|

E-mail Address: _ju:uhn.smith@centuryzl.u:u:uri Cugtgoing mail server (SMTP): gsmtp.pﬂstufﬂce.net

Logon Information Test Settings
User Marme: fjnhn.smith@centule cor AFter Filling out the information on this screen, we
—————————— recommend you fest your account by clicking the
Passwiord; etttk | button below, (Requires netwaork connection)
Remember passwaord

Test Account Settings ... ]

|:| Log an using Secure Password

Authentication (SPA) Mare Settings

[ < Back ][ Mexk = kj [ Cancel

1. Fill in your name under the “Your Name"” field

2. Enter your email address

3. The incoming mail server is: pop.century21.com

4. The outgoing mail server is: smtp.postoffice.net

5. The username follows the following format:
john.smith@century21.com

6. Enter your Password

7. Click “"More Settings” and skip to page 6



Click Tools>> Email Accounts>> View or change existing email

accounts>> Next>> Highlight the account and press Change

E-mail Accounts

E-mail Accounts
‘fou can select an account and change its settings or remove it

Cutlook processes e-mail For these accounts in the Following order:

Mame Tvpe Change. ..

Matkhew Ferrara and Company- ... Exchange (Default)
pop.century21com POPSMTP

Remove

Set as Default

110

Mave Up

A
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Deliver new e-mail ko the Following location:

iF'ers::nnaI Falders b ! [ Mew Outlook Data File. . . ]

[ < Back “ Finish [ Cancel ]




E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working,

User Information Server Information

Your Mame:

| II'II:I:IITIil-Ig |T|a|| SErver (POPS:': :i:"jplcenturl:l.lzl LCOmMm

E-mail Address: _ju:uhn.smith@centuryzl.u:u:uri Cugtgoing mail server (SMTP): gsmtp.pﬂstufﬂce.net

Logon Information Test Settings
User Marme: fjnhn.smith@centule cor AFter Filling out the information on this screen, we
—————————— recommend you fest your account by clicking the
Passwiord; etttk | button below, (Requires netwaork connection)
Remember passwaord

Test Account Settings ... ]

|:| Log an using Secure Password

Authentication (SPA) Mare Settings k

[ < Back ” Mexk = l [ Cancel

1. Fill in your name under the “Your Name” field

2. Enter your email address

3. The incoming mail server is: pop.century21.com

4. The outgoing mail server is: smtp.postoffice.net

5. The username follows the following format:
john.smith@century21.com (This must be the email address
that reflects the login name that you use to access your web mail)

6. Enter your Password

7. Click the “"More Settings” button



Click the Outgoing Server Tab

Check the "My Outgoing Server requires Authentication” box

Internet E-mail Settings

General I Cutgoing Server | Connection | Advanced |

My oukbgoing server (SMTP) reguires authentication %

{E} s same settings as my incoming mail server

JLog on using

LIS Nare:

o o
HassWoro,

(4

Logon wsing Secure Password Suthenticabion (S5PA)

(" Log on ko incoming mail server before sending mail

L 0K, ] [ Cancel




Click the Advanced Tab

Make sure the outgoing port is 2525

Internet E-mail Settings

izeneral | Outgoing Server | Connection I Advanced

Server Port Numbers

Incoming server (POP3): 1o | Use Defaulks

[ ] This server requires an encrypted connection (55L)

Cukgoing server (SMTR Y l2525 |

[ ]This server requires an encrypted connection (S5L)

Server Timeouks -

Short 0 Long ln[j'%ute

Delivery
[ |Leave a copy of messages on the server

I rernove | r(,, i SEFYEE 3 |-!- S |_i

= : A
Remotye from serveriwhen deleted firom Deleted Thems
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