CENTRO DE INFORMATICA

Microsoft Outlook 2007

1.° Passo
Abra o menu “Ferramentas”, seguido de “Contas”.
| .I.oéls .l_a_ctiom__ Help
Send/Receive »
Instant Search »
Address Book... Ctrl+Shift+B

Organize

Bt E

Rules and Alerts...

Mailbox Cleanup...

':g}‘ Empty "Deleted Items™ Folder
Forms »
Macro »
Account Settings... Q

Trust Center...

Customize...

Options...

2.° Passo

Adicione uma nova conta de e-mail, carregando no botdo “Novo” seguido de “correio.

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

gNew..hﬁRepalr... % Change... % etasDefaut X Remove ® #

Mame Type

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

Personal Folders\Inbox

in data file C:\Documents and Settings\cferreiral, .. \Outlook\Outlook. pst
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3.2 Passo
Escolha a op¢do Microsoft Exchange, POP3, IMAP, or HTTP e depois “Seguinte”.

Add New E-mail Account

Choose E-mail Service

(%) Microsoft Exchange, POP3, TMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server,

) Other
Connect to a server type shown below,

[ Next > ] [ Cancel

4.° Passo
Nesta fase deverd selecionar a caixa para introduzir as configuracdes manualmente e depois
“Seguinte”.

Add New E-mail Account

Auto Account Setup

[¥]Manually configure sarver settings or additional server types ]

Cems o6 ) (oo ]
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5.2 Passo

Selecione a opgao Internet E-mail e depois “Seguinte”.

Add New E-mail Account

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.

[ < Back ][ Next = ][ Cancel

6.° Passo

Preencher o formulario com os seus dados e as seguintes informacdes:
Account Type: POP3
Incoming mail server: popmail.fmh.utl.pt

Outgoing mail server (SMPT): mail.fmh.utl.pt
Nota: no campo User Name devera utilizar o seu email.

Add New E-mail Account

Internet E-mail Settings

User Information
Your Name:
E-mad Address:

[“]Remember password
[[] Require logon using Secure Password Authentication (SPA)

Each of these settings are required to get your e-mad account working.

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
button below. (Requires network connection)
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7.° Passo

Para testar se as configuracdes estao todas corretas podera executar um teste selecione “Testar
Configurag6es da Conta”

Como resultado do teste aparecera uma janela semelhante a de baixo, indicando que esta pronto a
receber e a enviar e-mails.

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

User Information Test Account Settings
Your Name: I After filing out the information on this screen, we

—— recommend you test your account by didang the
E-mad Address: i button below. (Requires network connection)

B ——
Server Information
Account Type: Y
Incoming med server: popmad. fmb.ud.pt
Outgoing mad server (SMTP): | mad. fvh.utl.ot Test Account Settings
Logon Information Congratulations! Al tests completed successfully, Cick Close to continue.
e e
Password: P o e

[#] Remember password Tada Status
[ Require logon usng Secure Password Authenbcation (SP4) v/ Log onto incoming mal server (POP3) Completed
' Send test e-mad message Completed

8.° Passo

Carregar no botdo “Mais configuracbes” e depois escolher o separador “Servidor de saida”.
Escolher 0 “Meu servidor de saida (SMTP) requer autenticacdo”, “Fechar” e “Seguinte”.

Internet E-mail Settings — ]

| GeneraI: Outgoing Server ’Cmcﬂon IAduancedE

I (V| My outgoing s&er (SMTP) requires authentication
2 same se as my Incoming mad server
") Log on using

9.° Passo
Surge a seguinte imagem.

d all the

st

To dose the wizard, dk Finish
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