Setting Up Your CitéNet Email Account in
OQutlook 2007

Step 1:
Open Microsoft Outlook 2007. Click on ‘Tools’ from the top menu and select ‘Account Settings’.
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Step 2:

Select the ‘E-mail’ tab. Click ‘New’.
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Step 3:

Select ‘Microsoft Exchange, POP3, IMAP, or HTTP”. Click ‘Next’.

Add New E-mail Account

Choose E-mail Service

(¥} Microsoft Exchange, POP3, IMAP, or HTTP

arganization’s Microsoft Exchange server,

) Other
Connect ko a server type shown below,

Connect ko an e-mail accounk at yvour Internet service provider (ISP or wour
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Step 4:

Check off ‘Manually configure server settings or additional server types’. Click ‘Next’.
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Step S:

Select ‘Internet Email’. Click ‘Next’.

Add Mew E-mail Account

Choose E-mail Service

(*) Internet E-mail
Connect ta your POP, IMAP, ar HTTP server ko send and receive e-mail messages,

) Microsoft Exchange
Connect ko Micrasaft Exchange for access ta waur e-mail, calendar, conkacts, Faxes and waice mail,

) Other
Connect ko a server type shown below,
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Step 6:

Enter your CitéNet email settings as follows:
®  Your Name: Your Name

Email Address: Your CitéNet email address (e.g. jsmith@citenet.net)
Account Type: POP3
Incoming mail server: pop.citenet.net
Outgoing mail server: smtp.citenet.net
User Name: Your master email username as it appears on your Access Information sheet
Password: Your password as it appears on your Access Information Sheet

Make sure ‘Require logon using Secure Password Authentication (SPA)’ is unchecked. Click ‘Next’.

Change E-mail Account

Internet E-mail Settings

Each of these settings are required ko gek vour e-mail account working.
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User Marne:

Passward:
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Test Account Settings

After filling aut the information on this screen, we
recammend you kest wour account by clicking the
button below, (Requires network connection)
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Step 7:

Click ‘Finish’.



