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Access Your Email through MS Outlook 2007 www.regalpanther.com

By using a 3rd party client you can download all email to your computer, making it possible to access messages even when you’re
offline. Open Microsoft Outlook 2007 and follow the indicated steps to set it up with your account. Each step has a corresponding
number on the screenshot to illustrate where it can be found.

[ Tobou - Mecrozoft gy [E=SRE] =5
: file Edit View Go | Iools | Actions Help Type a question for help z
Eaﬂ\‘-w = @ ﬂ X Send/Receive L4 L—ﬁSmdfﬂzg_M - [ﬁ. [} Search address books -~ @ A
Instant Search 3
Mail Dut - | To-Do Bar BOX
ite Fold 13 Address Book... Ctrl+Shift+B
E = sE o, . —Pv] ¥ Il ch - 1 September 2008 [
rganize
5 Inbox ) wf rganig ewestontop |~ || Buttrick _Sur.lo TuWe Th Fr Sa
O Unregd Mail [#1 Rules and Alerts... = 31 1 2 3 4 5 6
[} sent ltems - Sent: Sur 708 9 10 11 12 13
Nioil Folders Mailbog Cleanup... . e s 14 15 16 17 18 19 20
E "Deleted Remns™ Fold un9:54 AM @ 21223 2435 % %
2] All Mail tems e Empty "Deleted hems” Folder momiing > 282030 1 2 3 4
= 26t personal Folders Ecome= L ey 5 6 7 8 910 11
# (3] Deleted Items (2) Macro »
L7 Drafts - = Fri 9/5 E'
= [ Inbox Epcount Setfings- biail
[ Admin Trust Center... Fri9/5 FE
@"“‘“— Customize... Mo upcoming appointments,
Options... Fri 8/5
Iﬁ Calendar - — wwv
I"EE' Contacts
3 - -
@ Arranged By: Due Date iD
x | Type & new task |
b G2 (8] | -

1. With Outlook open, click on the Tools menu button at the top of the page.

2. Adropdown menu with options will appear. Go down and click on Account Settings.

Note: If you’re opening Outlook for the very first time you will be prompted with a screen to immediately setup a new
account. If this is the case you can skip to step 4.
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3. A new prompt will appear. The email tab at the top of the screen will be selected by default. You want to create a new email
account, so go ahead and click on New

selected. If it is not click the radio button next to it to select it as illustrated.

Go ahead and click on the Next button to continue

Another prompt will appear on top of the previous one. By default Microsoft Exchange, POP3, IMAP, or HTTP should be
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6. You will be prompted to enter your account information. First off enter your name as you want it to appear to those who receive
mail from you. In our example we filled in the field as Regal Panther

7. Inthe next field fill in your full email address. In our example we fill in info@regalpanther.com

8. Inthe password field fill in your password for your email address.

9. You will be asked to retype your password.

10. Make sure that the Manually configure server settings or additional server types tick box is unselected.

11. When you've filled in all your information on the page, go ahead and click on the Next button.
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12. Outlook will first try and connect via an encrypted connection. If this fails, click on Next and it will search vi ‘n unecypted connection.
If you filled your details in correctly the account will be created.

Congratulations! You’ve successfully setup Microsoft Outlook 2007 to use with your email account. If you need further assistance
please visit our support page at http://regalpanther.com/support.php




