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Step 1

On your computer, click the Start Menu and select Control Panel.

Step 2

If using Windows XP, double-click the Mail icon.
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Step 3
Click the E-mail Accounts button.

Under the E-mail tab, click the New button to add your e-mail account.
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(M Mail Setup - Outlook [ =]

(D Account Settings - [=x=)

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

E-mail Accounts

E-mail Accounts...

3 Setup e-mail accounts and directories.
&4

Data Files
| . Change settings for the files Outiook uses to ——— E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books -
&9 store e-mail messages and
; i New... 3% Repair.. '3 Change.. @ SetasDefault X Remove # &
Profiles

% Setup muttiple profiles of e-mail accounts and  [gp oo Name Type
data files. Typically, you only need one. & m.rahman@banglaphone.net.bd IMAP/SMTP (send from this account by default)
m.rahman@banglaphone.net.bd (1) POP/SMTP

Connections

Selected account delivers new messages to the following location:

m.rahman@banglaphone.net.bd\Inbox
in data file C:\L i Outlook! t.bd.ost




Step 4:
Select manually configure server settings or additional server types and then click the Next button.

j Add Mew E-mail Account @

Auto Account Setup

thanuall‘r' configure server settings or additional server types!
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Step 05:

Select the IMAP type of account and then click the Next button.

j Add Mew E-mail Account @

Choose E-mail Service

(@, Internet E-mail
onnect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

Other
Connect to a server type shown below.

< Back |[ Next>{g| Cancel




Step 06:
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Change Account lﬁj

Enter Your Name. This is the name that will appear when others receive your e-mail.
Enter your e-mail address.

Make sure that IMAP is selected from the Account Type drop-down box.

Enter mail.banglaphone.net.bd as the Incoming mail server.

Enter mail.banglaphone.net.bd as the Outgoing mail server (SMTP)

Enter your full e-mail address as the User Name

Enter the e-mail account's Password.

Check the box for Remember password if you do not want to enter your password every
time you check or send mail from this account.

Check the box for Require logon using Secure Password Authentication (SPA).
Click the More Settings button and flow Step 07 to Step 09.

POP and IMAP Account Settings
Enter the mail server settings for your account,

User Information Test Account Settings
Your Name: Mahfuzur Rahman We recommend that you test your account to ensure that
the entries are correct.
Email Address: m.rahman@banglaphone.n
Server Information
Test Account Settings ...
Account Type: IMAP
. . | Automatically test account settings when Mext
Incoming mail server: mail.banglaphone.net.bd is clicked J =

Outgoing mail server (SMTFE: | mail.banglaphone.net.bd
Logon Information

User Name: m.rahman@banaglaphone.n

Password:  esssess 0

Require logon using Secure Password Authentication

Mail to keep offline: All

Remember password

IMare Settings ...
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Step 07:
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Internet E-mail Settings u

General | Qutgoing Server I Advanced

Mail Account

Type the name by which you want to refer to this account. For
example: "Work™ or "Microsoft Mail Server”

m.rahman@banglaphone.net.bd |

Other User Information

Crganization: | |

Reply E-mail: | |

Step 08:
I,-Intemet E-mail Settings u1

Qutgoing Server | Advanced

My outgoing server (SMTF) requires authentication
(:j Use same settings as my incoming mail server
@

Log on using

User Name: |m.rahman@banglaphone.net.bd |

Password: |******* |

Remember password
Require Secure Password Authentication [SPA)

[ ok || canea ]j




Step 09:
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Internet E-mail Settings

| General I Outgoing Senrerl Advanced |

Server Port Mumbers

Incoming server [IMAP): 093]

Outgoing server [SMTFl: 485

Use Defaults

Use the following type of encrypted connection:

Use the following type of encrypted connection:

33L

33L

Server Timeouts

Shart Long 1 minute

o[ | Folders
Root folder path:

Sent Items

|:| Do not save copies of sent items

Deleted tems

the items in the mailbox are purged.

|:| Mark items for deletion but do not move them automatically
Itemns marked for deletion will be permanently deleted when

Purge items when switching folders while onling

il
[ ok [ cancel
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Step 10:
Change Account -— = |
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Name: Mahfuzur Rahman We recommend that you test your account to ensure that

Email Address: m.rahman@banglaphone.n

Server Information
Account Type: IMAP

Incoming mail server: | mail.banglaphone.netbd |

the entries are correct.

Test Account Settings ..

utomatically test account settings when Mext
is clicked

Test Account Settings

Congratulations! All tests completed successfully. Click Close to
continue.

Stop

Tasks | Errors

Tasks Status
\/Log onto incoming mail server [[IMAF) Completed
\/Send test e-mail message Completed

More Settings ...




Step 11:

-
Change Account -

You're all set!

‘We have all the information we need to set up your account.
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