UPDATING INCOMING AND OUTGOING SERVER SETTINGS IN OUTLOOK

OLD INCOMING AND OUTGOING SERVER ADDRESS: dprhcp210.doteasy.com

TO BE REPLACED WITH:

NEW INCOMING AND OUTGOING SERVER ADDRESS:
s2932.canl.stableserver.net

STEP 1 — SEARCH AND OPEN CONTROL PANEL IN THE TASK BAR

All Apps Documents Web More ¥

Best match
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System o
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~ 1 Command Prompt System

= Run
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Search the web

L control - See more search results Recent

controller tester & wmail (Microsoft Outlook)

& Network and Sharing Center
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STEP 2 — SEARCH AND OPEN “MAIL” IN CONTROL PANEL WINDOW

mail - All Control Panel ltems \ -

— v > Control Panel »”All Control Panel ltems > v 0 mai‘

@ Mail (Microsoft Outlook)

OSearch Windows Help and Support for “mail"

STEP 3 — LEFT CLICK YOUR SIMPLICITY EMAIL ACCOUNT (S) AND CLICK “CHANGE”

(@ Account Settings

Email Accounts
You can add or remove an account. You can select an accou

and cha

Email Data Files RSS Feeds SharePoint Li ntefnet Calendars Published Calendars Address Books

i Mew... & Repair. % Change.. @ Setas Default X Remove # &

Type

Microsoft Exchange [send from this account by default]
IMAP/SMTP
simplicitycarcare.ca IMAP/SMTP

Selected account delivers new messages to the following location:

to plicity \Inb.

in data file C:\Users\Admint.\Microsoft\Outlook'\tom @simplicitycarcare. ca.ost

Close




STEP 4 — UPDATE THE INCOMING AND OUTGOING SERVER ADDRESS WITH:

s2932.canl.stableserver.net

) Change Account

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

User Information
Your Name: menidis - Simplicity Car Care
Email Address: tom@simplicitycarcare.ca
Server Information

Account Type: IMAP

Incoming mail server: dprhcp210.doteasy.com

Outgoing mail server (SMTP): | dprhcp210.doteasy.com
Logon Information
User Name: tom@simplicitycarcare.ca

Password: ARXXRRAKRE

[ Remember password

E] Require logon using Secure Password Authentication
(SPA)

STEP 5 — CLICK NEXT AFTER UPDATING THE INCOMING AND OUTGOING MAIL SERVER AS BELOW

PN = - a~

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

@Automatically test account settings when Next
is clicked

Mail to keep offline: All

More Settings ...

ot | [t

) Change Account
1

POP and IMAP Account Settings
Enter the mail server settings for

User Information

Your Name:

menidis - Simplicity Car Care

Email Address: tom@simplicitycarcae.ca
Server Information
Account Type: ' IMAP

Incoming mail server: $2932.can1.stableserver.net

Outgoing mail server (SMTP): | 52932, can1.stableserver.net|
Logon Information
User Name: tom@simplicitycarcare.ca

Password:

ARRRKKARKK

[ Remember password

[:] Require logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

|Z Automatically test account settings when Next
is clicked

Mai| to keep offline: All

More Settings ...

< Back Next > Cancel Help




STEP 6 — UPON SUCCESSFUL TEST AND GREEN CHECKMARKS CLICK “CLOSE”

ar = — - — = -

Test Account Settings
Congratulations! All tests completed successfully. Click Close to Stop
| continue.
Close

Tasks  Errors test your account to ensure that

Tasks Status

s/log onto incoming mail server (IMAP) Completed 1 |

' Send test email message Completed =

account settings when Next
Logon Information
User Name: tom@simplicitycarcare.ca
Mail to keep offline: All
Password: ARKRRAAARR ' [
[ Remember password

[] Require logon using Secure Password Authentication

(SPA) More Settings ...

<Back Next> | | cancel | | Hep

STEP 7 — CLICK “FINISH”

PN - — a

) Change Account

You're all set!

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

-

AT THIS POINT YOU CAN CLOSE ANY WINDOWS RELATED TO MAIL AND CONTROL PANEL.



