Instructions for setting up OUTLOOK email client for your

City of Chester email account

You may setup multiple email accounts using Microsoft Outlook or Outlook Express

Start Outlook and click on “Tools” — “E-mail Accounts” —
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You will see a window with

options — choose

“Add a new e-mail account”

Click NEXT button
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I E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

% add a new e-mail account

€ View or change existing e-mail accounts

Directory

¢ add a new direckory or address book

" Wiew or change existing directories or address books

-

Close
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I E-mail Accounts

Server Type

‘fou can choose the bype of server your new e-mail account will work with,

I ¢ Microsoft Exchange Server

Connect ta an Exchange server to read e-mail, access public Folders, and share

documents.,
= poP3

Connect to a POP3 e-mail server to download your e-mail.
 IMaP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox

folders.
 HTTP

synchronize mailbox: Folders,
¢ additional Server Types
Connect to another warkgroup or Srd-party mail server,

Connect ko an HTTP e-mail server such as Hotmail bo download e-mail and
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Choose “POP3” for the type of
server —

Fill in all of your information —
FULL NAME -

For incoming mail server (POP3)
and Outgoing mail server (SMTP)
type: chester.sc.gov

for the username and password use
your CHESTER DOMAIN login

username and password.

E-mail Accounts

Internet E-mail Settings (POP3)

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

Your CHESTER domain
account name should be
(first initial) and last name
ALL LOWECASE

When you’ve filled in all
of the information - click
the “Test Account
Settings” button

It will let you know if
there’s a wrong entry.
Everything should check
out “successful”

User Information

Vourhame: —J your full name

E-mail Address: |yjohnson@chestersc.gov

Logon Information

User Mame: |vjohnson

Password: I

¥ Remember password

] Log on using Secure Password
ﬂ: Authentication (SPA)

(check the box above)

Server Information

Incoming mail server (POP3): I chester.sc. gov

Qukgoing mail server (SMTR): I chester.sc. gov

Tesk Settings

after filing out the information on this screen, we
recommend you test your account by clicking the
button below, (Requires network connection)

Test Account Setkings:... |

[More Sethings ... |
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