Launch Microsoft Outlook, then:

* Tools, Account Settings, Under Email tab- New

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail ‘ Data Files || RSS Feeds || SharePoint Lists || Internet Calendars || Published Calendars | Address Books |

” o New... $¢Repair.. [ Change... X Remove ® @ ‘

* Select Microsoft Exchange POP3, IMAP, or HTTP and then click Next.

Add New E-mail Account @

Choose E-mail Service

(®) Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.

O other
Connect to a server type shown below.
r

* Check “Manually configure server setting or additional server types” and then click Next.

Add New E-mail Account @

Auto Account Setup

Your Name: l l

E-mail Address: l l

Password: [ l

Retype Password: [ l

Manually configure server settings or additional server types

[ < Back " Next > ][ Cancel ]

* Select “Internet E-mail” and then click Next



Add New E-mail Account

!

Choose E-mail Service

(3) Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

(O Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

(O other
Connect to a server type shown below,

[ < Back ]I Next > ][ Cancel ]

Your Name: Jane Doe
Email Address: 1234567890@vm.telesphere.com (Numbers =your 10 digit DID)
Account Type: IMAP

Incoming Mail Server: vmimap.telesphere.com

Outgoing Mail Server: Customer provided (Enter anything, email will not be sent using account)
User Name: 1234567890@vm.telesphere.com (Numbers = your 10 digit DID)

Password: XXXXXXXXXXXXXXXXXX  (Please dial 888-Mysphere to receive this password)

Select Remember password and click More Settings.

Add New E-mail Account @

Internet E-mail Settings

Each of these settings are requirec t your e-mail account working.
User Information Test Account Settings
Your Name: l Jane Doe ‘ After filing out the information on this screen, we
recommend you test your account by clicking the
E-mail Address: ‘ 1234567890@vm.telesphere,xl button below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: l I
Incoming mail server: lvmlmap.telesphere.com ]

Qutgoing mail server (SMTP): lnot used ‘

Logon Information

User Name: 1234567850 @vm. telesphere. |

Password: [xxxxxxxxxxxxxxxxxxx“ ‘

Remember password

[[JReguire logon using Secure Password Authentication (SPA) More Settings ...

[ < Back ]I Next > ][ Cancel l




* Click on the Advanced tab, select “SSL” from the drop down next to “Use the following type of
encrypted connection:”.

Internet E-mail Settings

| General || Folders | Outgoing Server | Connection | Advanced L

Server Port Numbers =

Incoming server (IMAP): | 993 | [ Use Defaults ]

Use the following type of encrypted connection:

Qutgoing server (SMTP):
Use the following type of encrypted connection:

Server Timeouts

Short 7 Long 1minute

Folders
Root folder path:

[ OK ][ Cancel ]

¢ C(lick Finish to complete the install.

Add New E-mail Account

Congratulations!

You have successfully entered all the information required to setup your
account.

To close the wizard, dlick Finish.

Finish

la]
[




