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Outlook 2007

Outlook 2007 er en "avanceret" mail klient, som hgrer til Office-pakken. Du skal saledes have kgbt Office
seperat for at anvende Outlook 2007. Med denne avancerede mail klient for du mange muligheder (bl.a
kalender).

Du opseetter din e-mail konto i Outlook 2007 ved at gennemga denne vejledning.

Trinl

Abn Outlook 2007.

Som vist nedenfor vaelges i menuen: “Funktioner / Kontoindstillinger...”

v, Inbox - Microsoft Outlook

EEiIe Edit View Go Ioolsigctions Help

E._-*._']ﬂew & @ (a2 b 4 send/Receive »
Mail Instant Search »
Faj:-lrite Folders Address Book..,  Ctrl+=5Shift=B
[ Inbox g Organize
el S [F1 Rulesand Alerts...

[=} sent Items
Mail Folders

Mailbox Cleanup...

) @ Empty "Deleted Items” Folder
2] All Mail Items

= i personal Folders Forms g
{a Deleted Items Macro 3
[ Drafts :
5 '-E Inbox Account Settings... k

Trust Center...
Customize...

Dptions...
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Der velges "Ny ...”

(Tilfgj en ny e-mail-konto, safremt du ikke allerede har en konto).

- =

Account Settings

E-mail Accounts
‘ou can add or remaove an account, You can select an account and change its settings.

E-mail lData Files | RS Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books |

| New..k% Repair... B3 Change... €% SetasDefaulk ¢ Remove & @

Marne Twpe

Selecked e-mail account delivers new e-mail messages ko the Following location:

Change Folder | Personal Folders', Inbox

in data File :\Documents and Settingsibath, . \Microsoft Outlook) Outlook. pst

Close
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Veelg at opsaette "Microsoft Exchange, POP3, IMAP eller HTTP”. Du skal opsztte din e-mail som POP3.

f = 1

ﬁdd Mew E-mail Account

Choose E-mail Service

{*] Microsoft Exchange, POP3, IMAP, or HTTP

Conneckt ko an e-mail account at your Internet service provider (I3 or vour
organization’s Microsoft Exchange server,

() Other
Conneck ko a server type shown below,

m
ar

Mexk = ~J [ Zancel




SmartWeb Brugervejledning (Outlook 2007) Version 1.0

Trin 4

Veaelg "Konfigurer serverindstillinger eller yderligere servertyper manuelt”

I N

Mdd Now Exmail Account B

Auto Account Setup

Your Mame: | |

Example: Barbara Sankowvic

E-mail Address: | |

Example: barbara@oontosa, com

Password: | |

Retype Password: | |

Twpe the password your Internet service provider has given wou,

anuallv configure server setbings or additional server types

< Back ][ Mext = ][ Cancel
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Veelg "Internet-e-mail”

f = 1

ﬁdd Mew E-mail Account

Choose E-mail Service

@E‘lternet E-mail
onneck ko your POP, IMAP, ar HTTP server to send and receive e-mail messages.

I Microsoft Exchange
Zonnect ko Microsoft Exchange for access to your e-mail, calendar, contacts, Faxes and voice mail,

) Other
Connect ko a server type shown below,

< Back ” Mext = ][ Cancel
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Udfyld naeste skeermbillede som vist nedenfor.

POP3 server er mailserveren, hvorfra du henter e-mails.

Eksempel: mail.smart-web.dk

SMTP server er mailserveren, hvorfra du sender e-mails.

Eksempel: mail.smart-web.dk

Server til udgdende post kan ogsa seettes til din Internetudbyder. Hvis du har stofanet skal du da skrive:
mail.stofanet.dk. Du bestemmer selv! Du skal dog vaere opmaerksom pd, at nogle udbydere (som fx TDC)

lukker diverse “porte”. Dette betyder at du sandsynligvis ikke selv kan veelge hvilken SMTP server du
anvender.

Add Mew E-mail Account

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

User Information Test Account Settings

Your Marne: Fornavn EFternayn After Fillng out the information on this screen, we
recommend you tesk your account by clicking the

E-rail Address: mail@hiemmesideadresse. dk button below, (Requires nebwark conneckion)

Server Information

Tesk Account Setkings ...

Account Type: POIRS [ g
Incaming mail server: mail. hiemmesideadresse, dk
Outgoing mail server (SMTP): mail. hjiemmesideadresse, dk.
Logon Information

User Mame: mail@hjemmesideadresse. dk

Password: |

Remember passwaord

[ ]Require logon using Secure Password Authentication (SPA) Mare Settings ...

< Back ” Mext = ][ Cancel l

Hvis du veelger at udfylde SMTP server som vist ovenfor, skal du nu klikke “Flere indstillinger ...” (ellers
vaelger du "Naeste >”)
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Under “Flere indstillinger ...

Her skal du saette flueben i ”Serveren til udgdende post (STMP) kraever godkendelse”.

”

veelger du fanebladet "Server til udgdende post”.

Vaelg "Brug samme indstillinger som pa serveren til indgdende post”.

-

Internet E-mail Settings

=,

| General | Qubgoing Server |Cu:unnectiun | Advanced |

My oukgoing server (SMTP requires authentication

@ Ilse same settings as my incaming mail server
{:} Log on using

Id=er Marme:

Passwiord;

Remember password

(" Log on to incoming mail server before sending mail

Require Secure Password Authentication (5PA)

K

] [ Cancel

Vaelg nu ”"OK” (eller se trin 8 for valgfrie avancerede indstillinger).
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Under “Flere indstillinger ...” kan du veaelge at szette flueben i “"Gem kopi af meddelelserne pa serveren”.
Dette er hensigtsmaessigt at ggre, nar flere skal tjekke den samme e-mail konto. Det anbefales at fjerne

meddelelserne efter 10, sa de ikke ophbes pa serveren.

-

Internet E-mail Settings

"\

__G@eral_ __Qutgu_ing_Servgr__ Cnn_n!?ugticun Advanced

Server Port Mumbers

Incoming server (POP3Y; | 110 Use Defaults

[ This server requires an encrypted connection {5513

Qukgoing server (SMTPY: | 25

Server Timeouks
Short 77 Long 1 minute
Delivery

Leave a copy of messages on the server
Remove from server after | 1p 2] days

Ilze the Following bype of encrypted connection: | Mone

[Jremove Fram server when deleted From 'Deleted Tkems'

[ (] 4 \J’ Cancel

Veelg nu ”OK”
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Opsaetningen af din e-mail-konto er nu faerdig.

Congratulations!

ou have successfully entered all the information required to setup your
account,

To close the wizard, click Finish,

| <Back | Finish
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