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Guide to add Kindergarten email to Outlook 2007

Start Microsoft Outlook 2007

1. Click on Tools in the fop menu, Account Settings.
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2. Click on New... highlighted on the image below.
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The Add New E-Mail Account window will appear

3. Under User Information
e add your preferred name for the account. This can be the address or
something more descripfive
¢ Add the E-mail Address
4. Under Server Information
¢ In Incoming mail server type mail.kindergarten.vic.gov.au
¢ In Outgoing server type mail.kindergarten.vic.gov.au
5. Under Logon Information
e In User Name type the whole email address:
your.full.email@kindergarten.vic.gov.au
e In Password type the supplied password

It should look similar to the below image:

Internet E-mail Settings
Each of these settings are required to get yvour e-mail account

User Information
Your Mame: }ble@kindergarten;vic.gov;au

E-mail Address: ]example@ldndergarten.vic.go

Server Information
Account Type: |F":‘_':|P:E; :_]

Incoming mail server: |mai|.Hndergarten.vic.gov.au

Outgaing mail server (SMTP): |mail kindergarten.vic.gov.au

Logon Information

User Name: Iexample@ldndergarten.vic.go

Password: l********
v Remember password

[T Require logon using Secure Password Authentication (SPA)
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6. Now Click on More settings button highlighted on the image below.

Server Information

Test Account Settings ...
Account Type: IF‘DPB .1]
Incoming mail server: |mail.kindergarten. vic.gav.au

Outgoing mail server (SMTP): Imail.kindergarten.vic.gov. au

Logon Information

User Name: Iexample@kindergarten.vic.go

Password; I*****a«**

[V Remember password

™ Require logon using Secure Password Authentication (SPA) More Settings ... |

< Back I Mext = I Cancel I

You will get a windows similar to the below image:

Internet E-mail Settings , x|

General IOutgoing Server | Connection] Advancedl

Mail Account
Type the name by which you want to refer to this account. For
example; "Work" or "Microsoft Mail Server"
|example@kindergarten, vic.gov.au

Other User Information

Organization; |

Reply E-mail: I

| OK I Cancel

7. Click on “Outgoing Server” button highlighted on the image above.
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8. Check the tick box where it says My outgoing server (SMTP) requires authentication.
o Make sure that the radio button is selected on Use same settings as my
incoming mail server as shown in the image below.

B Internet E-mail Settings ‘ﬁ

General Outgoing Server lConnection | Advanced I

[V My outgoing server (SMTP) requires authentication
{* Use same settings as my incoming mail server
" Log on using

User-Mame; l

Password: I
I¥ Remember password

™ | Require Secure Passwiord Authentication (SPA)

" Log on to incoming mail server before sending mail

9. Now click on the Advanced button highlighted in rectangle box in the below image
x

General | Outgoing Serverl Connectio | Advanced I

Server Port Numbers

Incoming server (POP3): I Use Defaults |

10. Under Port Server Numbers
¢ InIncoming server (pop3): change the port number from 110 to 995
e Check the tick box This server requires an encrypted connection (SSL)
¢ In Outgoing server (SMTP): change the port number from 25 to 587
¢ Inthe dropdown menu for where it says None under Use the following type of
encrypted connection: select TLS

Internet E-mail Settings x|

General | Outgoing Server | Connection  Advanced l

Server Port Numbers

Incoming server (POP3): | 995 Use Defaults |

IV This server requires an encrypted connection {S5L)
Outgoing server (SMTP): I 587

Use the following type of encrypted connection: |TLS 2

Server Timeouts

Short =" Long 1 minute

Delivery
IV Leave a copy of messages on the server

IV Remove from server after |14 3: days

[~ Remove from server when deleted from 'Deleted Items'

Cancel |

11. Click on OK button.
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12. If all the settings changes match the above guide, click on Next button:

Change E-mail Account T _x.l

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: [ple@kindergarten.vic.gov.au After filing out the information on this screen, we

recommend you test your account by clicking the
E-mail Address: |examp|e@kindergarten.vic.go button below. {Requires network connection)
Server Information

Test Account Settings ...

Account Type: Ipop3 LI
Incoming mail server: |mai|.kindergarten.vic.gov.au

Outgoing mail server (SMTP): |mail kindergarten. vic.gov.au

Logon Information
User Name: Iexample@ldndergarten.vic.go
Password: [********

¥ Remember password

™ Require logon using Secure Password Authentication (SPA) More Settings ...

< Back I Mext = I Cancel I

Outlook will inform you that you successfully entered all the required information to setup the
email account.

Change E-mail Account = .l‘.'

Congratulations!

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

To close the wizard, click Finish.

< Back I Finish I

13. Click on Finish button.
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Account Settings i
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail lData Files I RSS Feeds I SharePoint Lists I Internet Calendars | Published Calendars I Address Books I

o Mew... 3% Repair.. "% Change.. €% 5ctasDefaul X Remove # &

Name T

MTP {send from this account by default)

example@kindergarten. vic.gov.au

Selected e-mail account delivers new e-mail messages to the following location:

Change Folder I Personal Folders'Inbox

in data file C:\Users\ManageriAppDatalLocaliMicrosoftiOutlookiOutlook. pst

Close I

14. Now close the Account settings window by clicking close.

Note: In some cases, the outgoing server (SMTP) port number will be 465, change

it to 587,

and also use the following type of encrypted connection: will be SSL, change it to TLS.

Phone: (03) 8664 7001 Free Call: 1800 629 835 Fax: (03) 9639 2175
www.kindergarten.vic.gov.au info@kindergarten.vic.gov.au

STATE LIBRARY
I RIA

State Library of Victoria, 328 Swanston St, Melbourne, VIC 3000 Australia
The Kindergarten IT Program is supported by the Victorian Government.

State Government

Victor



http://www.preschool.vic.gov.au/
mailto:info@kindergarten.vic.gov.au

