PROCEDURE
Updated September 10, 2010

Configuring Outlook with Photo One email address

Using the information provided to you in your Photo One email, these instructions
explain how to configure Outlook to receive email, and you can choose to either send
from Outlook using your Photo One officialprioritymail.com account or not.

To only RECEIVE email from your officialprioritymail.com account:

In Outlook, go to the drop down menu Tools / Email Accounts.

Click Add and say next.

Select POP3 and say next.

Fill out the form as follows using YOUR information from the email. Notice that
the Outgoing mail server (SMTP) says NONE.
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Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account warking.

User Information Server Information

Tour Marme: Julie Thrashet| Incoming mail server (POP3Y: | mail, officialprioritymail.com

E-mnail Address: julie@afficialprioritymail.ca.  2utdoing mail server (SMTPY | yonE

Logon Information Test Settings

Lser Marne: julie@officialprioricymail, co) - AFter filling out the information on this screen, we
recammend you test your account by clicking the

Password: bbbtk button below, (Requires netwark conneckion)

Remember passwiord

Tesk Accounk Setkings ... ]

|:| Log on using Secure Password

Authentication {SPA) Mare Settings l

[ < Back ]i_ME:d::b I [ Cancel

To send and receive email from your officialprioritymail.com account, use
mail.officialprioritymail.com as your Outgoing mail server (SMTP).
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5. Click the More Settings button and go to the Advanced tab. At the bottom is a

section about Delivery, un-check the box to Leave a copy of messages on the
server and then click OK.

Delivery

[ |Leave a copy of messages on the server

Femove From server when deleted from 'Deleted Ikems

6. Click the Test Account Settings. If you have NONE in the outgoing mail server
box, you will get this error when testing:

Téét Account Settings’

Some errors occurred while processing the tests, Please review the list of
errors below For more details, IF the problem persist after taking the
suggested actions, please contack your Inkernet Service Provider,

i Ta_sks_ Errors |
@ Find outgoing mail server (SMTEY: Qutlook could not connect ko the outgoing mail server

(SMTF), The problem could be the server name or paort, or wour server may nok suppart
S5L. Merify wour port and S5L settings in More Settings under the Advanced kab.,

7. Click Close, next, then finish.

You will now receive correspondence from your customer in Outlook.
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