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Setting Up the Auto E-mail




The following items will be discussed.:

Finding Your Existing E-Mail Settings in Outlook.
Setting Up Maintenance Coordinator for E-Mail use.
Setting Up a Work Order for Auto E-Mail use.
Setting Up and Using the Auto EMailer module.




/mg Your

Outlook

Tools

Actions  Help

Send/Receive

k

Find

e |

Address Book...  Ckrl+5hift+6
Drganize

Rules and Alerts. ..

Mailbox Cleanup...

Empty "Deleted Ikems" Folder

Forms k|
Macro k
Speech

E-mail Accounts. ..

Cuskomize. ..

Dptions. ..

Existing Settings In Microsoft

Open or run Microsoft
Outlook

Open the Tools menu and
OAl AAoGvaDEA O%
I AAT Ol 0086 1 PO



/X/

~ Finding Your Existing Settings In Microsoft
Outlook

E-mail Accounts ['E

Accounts and directonies that Gutlook uses. - When the E-Mall
E-mail Account dialog
D..ﬁ..dd a new e-mail elncclnunt | | Ope nS, SeIeCt the
@:’-.l'lew or change existing e-mail accounks - - .s ~
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- Click Next
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~ Finding Your Existing Settings In Microsoft
Outlook

E-mail Accounts
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You can select an account and change its sektings ar remove it. ’ N ext Se I eCt an
Cutlook processes e-mail for these accounts in the Following order: eXI Stl n g aCCO u nt
Tvpe Change... .
POBISNTP (Defaut) from those listed.

- Click on the
O# EAT CA80
button.

Deliver new e-mail to the Following location:

Persona | Folders b | [ Mew Cutlook Data File, .,
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mg Your Existing Settings In Microsoft
Outlook
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Internet E-mail SEI:I.:ings {PEIP3.} . _ I nfo 'm a-tl on fo Fuse
Each of these setkings are required ko gek vour e-mail account warking, Wlth M al nte n an Ce

User Information Server Information CO O rd In a'to r
Your Marme: John Doe Incoming mail server (POP3Y | pop, charter.net
E-mail Address: jdoei@charter. net 1| Dukgaing mail server (SMTR: smtp.charter.net
Your Name
Logon Information Teskt Settings E M .
-Mail Address
User Marme: jdoe After filling out the infarmation on this screen, we
recommend wou kesk vour account by clicking the . .
Passwiord: skttt button below, (Requires network, conneckion) O Uth I n g m a.l I Se rve r

Remember passward

(SMTP)

Test Account Setkings ... ]

|:| Log on using Secure Password

Authertication (SPA)
Click the Cancel

button.
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Setting Up Maintenance Coordinator

Start Maintenance
Coordinator

Open the Admin
menu and select
OEA OO0OT C¢
3A00ET CO8¢



