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Outlook Configuration with HIT Mail Server

First Step is to configure the outlook, Go to Start and search for outlook and open it.

You will see this menu; Click on Next button for further process.

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will quide you through the
process of configuring Outlook 2007.

You will see new window on Screen. Click on checkbox Yes and then click on Next button

for further process.

Acecount Configuratior

L
E-mail Accounts

‘fou can configure Outlook to connect to Intemet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mai account?

®Yes

<Back || MNext> Cancel
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4, In the next Window, you will choose the option to configure it Manually. For this purpose,
click on checkbox “manually configure server settings or additional server types” and then click
Next button.

Aubo Account Setup

weDmaster

webmaster@hit.gov.pk

ally configure server settings or additional server types

< Back Mext = Cancel

5. Select Internet E-mail option and click Next:

Choose E-mail Service

(@) Internet E-mail
Connect 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.

Outlook Mobie Service (Text Messaging
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6. In this window, you will enter your Account Details:
6.1.1. Enter Your Name as you want it to appear.
6.1.2. Enter your full email address username@hit.gov.pk in the Email address: field.
6.1.3. Select POP3 in Account Type.
6.1.4. Enter mail.hit.gov.pk in the "Incoming mail server:” field
6.1.5. Enter mail.hit.gov.pk in the "Outgoing mail (SMTP) server:" field.
6.1.6. Enter your username username@hit.gov.com in the "Account name:" field.

And Then Click on More Settings button:

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

User Information Test Account Settings
Your Narme: wehmaster After filling out the information on this screen, we

recommend you test your account by didkng the
E-mail Address: webmaster @hit. gov. pk button below. (Requires network connection)
Server Information

Test Account Settings ...

Account Type: POF3
Incoming mail server: miad, hit.cowv. pk

Oubgoing mail server (SMTP): | mai, hit.gov. pk
Logon Information

User Name: webmaster @hit.gov, pk

Password:
[_]Remember password

[[]require logon using Secure Password Authentication (SPA)

< Back Mext = Cancel

7. Perform the following Steps:
7.1. Click on the Outgoing Server tab
7.2. Check My outgoing server (SMTP) Requires Authentication
7.3. Make sure Use same setting as my incoming mail server is also checked.
7.4. Click on OK.

General Outgong Server  Comnection Advanced

MiPoutgoing server (SMTP) requires authentication
®) Use same settings as my incoming mail server

(O Log on using

Requre Secure Password Authentication (SPA

(O Log on to incoming mail server before sending mail

oK Cancel


mailto:username@hit.gov.pk
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8. Click on Advanced tab and enable the highlighted check box as shown in below image. It
will copy your new email messages to Outlook. But if you’ve been given default space which is
5mb, you can leave this check box unchecked and you won’t face any problem regarding space
size because all the incoming emails will directly be forwarded to your outlook. No copy will be
maintained on the web.

| General Outgoing Server Connection Advanced
Server Port Numbers
Incoming server (POP3): | 110 | | Use Defaults
f [ ] This server requires an encrypted connection (SSL)
' Outgoing server (SMTP): | 25
Use the following type of encrypted connection:  None v

Server Timeouts

Short  ® Long 1mnute

e o copy of messages on the gerver
[_|Remove from server after |y | days

[CTRemove from server when deleted from Deleted Items'

oK Cancel

9. In the next step, you will go back to Internet Email Settings window, you will click on “Test
Account Settings”. And if you see the message like the following image, you are good to go.

| Congratulations! Al tests completed succeasfully, Click Close to continue. top
|

| 'Ch!
[ Tasks Errors

' Tasks Status

| | v Log onto Incoming mall server (POP3) Completed

{ | Send test e-mail message Comple ted



-5-

10. Click close and then press Next button for last process. After this process, your account
will  be configured successfully ©. Wait for the emails to sync properly.
If you don’t see the message like in above image, you need to check all the changes made in step
6 to step 8.

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

User Informabion Test Account Settings
Your Name: wehmagter After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: webmaster @hit.gov.pk button below, (Requires network connection)
Server Information
Test Account Settings ...
Account Type: POP3
Incoming mai server: mmiail.hit.gev.pk
Outgoing mad server (SMTP): | mail kit gov.pk
Logon Information
Lizer Mame: webmaster @hit.gov.pk
Password: sEsssssssss
[]memember password
[[]Require logon using Secure Password Authentication (SPA) Maore Settings ...
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11. The final step is to change the time for send/receive schedule. Follow these steps in
outlook window.

11.1. Click Tools

11.2. Select Options

11.3. Select Mail Setup

11.4. Click Send/Receive Button

11.5. Change the setting as below image. Then click Close and then press OK.

. Pre
By Sy A Send/Receive group contains a collection of Outiook accounts and
o folders. You can specify the tasks that wil be performed on the group
| = during & send freceive,
5d Group Name SendRecelve when
All Accounts Onine and Offfine New...
Edit... [
A Copy l
| Remove
« Di R

Setting for group “All Accounts”

Indude this group In sendfreceive (F9).
[] schedute an automatic send receive every s minutes,
[T Perform an automatc send/receive when exi

When Outiook is Offine

[/ Incude this group in sendreceive (F9).
["] schedute an automatic send/receive every | 30 ¢ minutes,

Close

oK Cancel Appiy

From now on, you can send/receive all the emails using your outlook and a copy of all the incoming
emails will be maintained on your local machine.



