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Configuracion correo Outloo

En esta presentacion daremos a conocer la
configuracion correcta del correo electronico de
Outlook, un instructivo basico requerido para
personal autorizado de ZTE Corporation Sucursal
Colombiay ZTE S.A.S.

Después de tener el correo y la contrasena que le
fueron asignados por parte de la compaiia, lo
siguiente es la configuracidon que mostraremos a
continuacion-




Paso 1 (Configuracion inicial)

Al abrir el correo de Outlook, encontraran la siguiente imagen.

Outlook 2007 Startup

Welcome ko the Outlook 2007 Skartup Wizard, which will guide wou through the
process of configuring Cuklook 2007,

Para continuar la
configuracion Click

en Next .

= Back E_ME!xt}- ,|[ Cancel ]
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Paso 2 (Cuenta de Correo)

Este paso nos pregunta si ya contamos con un correo que podamos
configurar con Outlook.

Account Configuration

E-mail Accounts

Yo can configure Qutlook ko connect ko Internet E-mail, Microsoft Exchange, ar
other E-mail server, Would vou like to configure an E-mail account?

En este caso ya tenemos una
cuenta de correo

previamente asignada, por lo
tanto seleccionamos esta
opcion

Para continuar,
Click en Next.

[ < Back ]L_mext = ] [ Cancel ]
Aooer
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Paso 3.1 (Configuracion Manual de la Cuenta)
Aparecera una pantalla de configuracion automatica.

Auto Account Setup

Clicking Mexk will contack wour e-mail server and caonfigure wour Inkernet service pravider ar Microsaft
Exchange server account setkings,

Your Name: ||

Example: Barbara Sankavic

E-mail Address: |

Example: barbara@contoso, com

Password: |

Retype Password: |

Twpe the passwaord your Inkernet service provider has given you,

Para Configurar la cuenta es

necesario habilitar esta casilla.

[ ImManually configure server settings or additional server bypes

Add Mew E-mail Account [E|

Cancel
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Paso 3.2 (Configuracion Manual de la Cuenta)

Add New E-mail Acco unt

Auto Accounk Setup

Your Name: | |

Example: Barbara Sankovic

E-mail Address: | |

Example: barbara@contosa, com

Password: | |

Retype Password: | |

pe the password your Internek service provider has given you,

Casilla habilitada.

Click para

Manually configure server sektings or additional server bypes CO nt| nuar.

[ < Back. ]L Mewk = ] [ Cancel
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Paso 4 (Seleccion de Servicio de Correo Electronico)

Seleccionamos la primera
opcidn, ya que se van a enviar
y recibir correos por medio de

un servidor.

Add New E-mail Account

Choose E-mail Service

{(3) Internet E-mail
Caonnect ko wour POP, IMAFR, or HTTP setver ta send and receive e-mail messages.

") Microsoft Exchange
Connect to Microsoft Exchange for access to wour e-mail, calendar, contacts, Faxes and voice mail.

) Other

Zonnect to a server bype shown below,

Cutlook Mobile Service (Text Messaging)

Click para

Continuar.

[ < Back ]L Mext = J [ Cancel ]




Paso 5 (Llenar Informacion del Correo)
Aparece una tabla de solicitud de datos, la cual se debe llenar de la
siguiente manera:

Add New E-mail Account E

Internet E-mail Settings
Each of these settings are required to get vour e-mail account working.

User Information Test Account Settings

Your Marme: Inskruckiv o Sutlook After filing out the information on this screen, we
recommend wou test wour account by clicking the

E-mail Address: button below, (Requires network conneckion)

Server Information

Accounk Type: POP3 w

Incoming mail server:
Cibgoing mail server (SMTPY:

Logon Information

User Mame! instruckivo, outlook,

Password;
Remember password

[ ]Require logon using Secure Password Authentication (SPA)

‘
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5.1 (Informacion del Correo)
Nombre del Usuario
En este espacio se coloca el nombre del titular de la cuenta de Outlook.

Add New E-mail Account [E|

[ 1

Internet E-mail Settings
Each of these settings are required to get vour e-mail account working.

User Information Test Account Settings

Your Marme: |In5truu:tiw:| utlook | After filing out the infarmation on this screen, we
recommend wou test wour account by clicking the

E-mail Address: | | button below, (Requires network conneckion)

Server Information

fccount Type: ||:||:|p3

Se coloca el nombre con

Incoming mail server: |

Qutguing mail server (SHTP: | el cual sera identificado
Logon Information por los demas usuarios.

User Mame: |in5tru|:tiw:|.|:|ut|-:u:|k |

Password: | |

Remember password

[ ]Require logon using Secure Password Authentication (SPA)

Mare Setkings ...
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5.2.1 (Informacion del Correo)
Cuenta de Correo Asignada
Se agrega la informacion del correo electrénico que fue proporcionado por la
empresa.

Add Mew E -mail Account

Internet E-mail Settings
Each aof these settings are required to get wour e-mail account working,

User Information Test Account Sektings

‘Your Marme: |Instruu:tiw:u ook | After fillirg out the information on this screen, we
recommend vou test your account by clicking the

E-mail Address: |tlnnk@ztemnbileculumbia.u:u:urn | button below, (Requires network conne ction)

Server Information

Account Twpe:

Se coloca la cuenta de
correo previamente

Logon Information asignada, por lo general

Lser Mame: |instructiv-:|.|:|utll:||:|k | te rminacion

Password: | B (@ztemobilecolombia.com)

Femember password

Incoming mail server: |

Cukgoing mail server (SMTP): |

[ ]Require lagan using Secure Password Authentication (SPA)

Mare Sektings ...
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5.2.2 (Informacion de Correo)

Tipo de Cuenta

Segun el tipo de servidor a utilizar se toma una de las siguientes opciones:

Add New E-mail Account

Internet E-mail Settings

User Information

Each of these sektings are required ko get waur e-mail accounk warking,

Wour Name: |Instruu:tiw:| Onakloak:

E-mail Address: |t|-:u:uk@2temu:| bilecalombia. com |

Server Information

Account Type: POPa
Incoming rail server: POP3

IMAF
Cukgaing mail server (SMTPY:  [HTTP
Logon Information

Uszer Mame: |in5truu:tiw:u.u:uutlu:u:uk

Password: |

Remember password

[ ]Require lagon using Secure Password Authentication (SPA)

(]

Test Account Settings

After Filling out the informakion on this screen, we
recomimend vou kest your account by clicking the
butkon below, (Requires nebwork conneckion)

[ Tesk Account etkings ... ]

Para la configuracién de la
cuenta ZTE, seleccionar la

opcion “POP3”,

Mare Settings ...

LTE%h3
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5.2.3 (Informacion de Correo)
Tipo de Cuenta

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required ko get wour e-mail account warking,

User Informnation Test Account Settings

¥our Marme: |Instructiw:| ook | after filing out the information on this screen, we
recommend wou best vour account by clicking the

E-mail Address: |t|u:u:uk@ztemu:u|:ui|ecu:ulu:uml:uia.u:u:urn | button belows. (Requires network connection)

Server Information

[ Tesk Account Setkings ... ]

Account Type: |;:~.:.p3

Incoming mail server: |

Antes de seguir, hay que
L ogon Information cerciorarse que quede de
User Mame: |instructivn.nutlnnk Ia SigUiente manera.

Password: |

Cukgoing mail server (SMTRY): |

Remember password

[ ]Require lagon using Secure Password Authentication {SPa)

Mare Setkings ...




5.3.1 (Informacion de Correo)
Servidores de entrada y de salida
Servidor de Entrada

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required to gek your e-mail account warking,

User Information Test Account Settings

Your Marme: |Instruu:tivu:u ogtlook | After Filling out the information on this screen, we
recommend wou kest your account by clicking the

E-mail Address: |t|.;..;.k@2tem.:.|:.i|e.;.;.|.;.m|:.ia .canm | butkon belows. (Requires nebwork conneckion)

Server Information
Test dccounk Settings ...

Becount Type: |POP3 b |

Incorning mail server: |mail.zteml:ul:uileculnml:uia.-:am

Qutgoing mail server (SMTF): | En el servidor de entrada se
Logon Information coloca la siguiente direccion:
57 W nstructivo.cutlook “mail.ztemobilecolombia.com”

Password: |

Remember password

[ ]Require logon using Secure Password Authentication (SPA)

Mare Setkings ...
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5.3.2 (Informacion de Correo)
Servidores de entrada y de salida
Servidor de Salida

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required to gek vour e-mail account working.

User Information Test Account Settings

Your Marne: |In5tructivu:| ot look | After Filling out the information on this screen, we
recommend wou best wour account by clicking the

E-mail Address: |t|.;..;.k@2tem.;.|:.i|e.;.;.|.;.m|:.ia,.;.;.n-, | button belows. (Requires nebwork connection)

Server Information

[ Test Account Setkings ... ]

Account Tyvpe: | POPR3 b |

Incoming mail server: |mai|.ztemnl:uilec-:ulcuml:uia.c-:um |

Qutgeing mail server (SMTPY: | ail, stemobilecolombia, com En el servidor de salida se
Logon Information coloca la siguiente direccion:
Lo e fnstructiva.outlack “mail.ztemobilecolombia.com”

Password: |

Remember passweord

[ ]Require logon wsing Secure Password Authentication (SPA)
[ More Settings ... ]

[ < Back. ]uext = J [ Cancel ]
Aooer
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5.4 (Informacidon de Correo)
Inicio de Sesidn
En este caso se colocara la cuenta de correo usada para el Instructivo,
(instructivo.outlook@ztemobilecolombia.com)

Add New E-mail Account [E|

j Internet E-mail Settings

Each of these sektings are required to get vour e-mail account working.

User Information Test Account Settings

‘Your Mame: |Ir|str|_||:ti'-.ﬂ:| Ctlaak | After filling out the information on this screen, we
recamnmend wau best your accounk by clicking the

E-mail Address: |tlnnk@2temn:-bilecnlnml:uia.u:u:um | button below. (Requires nebwork connection)

Server Information

[ Tesk Accounk Setkings ... ]

account Type: ||:||:|p3 " |
Incoming mail server: |m.ai|.2temn:n|:ni|ec::nln:nmhia.-:n:nm |
Cutgoing mail server (SMTR): |m-ai|.2temu:u|:ui|eu:u:u|u:uml:uia.-:I:lm | En este espacio se CO|OC8
L Inf ti

eaon Titormation nuevamente la cuenta de
User Mame: |t|n:n:-k@2tem-:-|:uileu:u:-|u:-ml:uia.u:u:um | .

| correo que fue asignada.

Password: |

Remember password

[ ]Require logon using Secure Password Authentication (SPA)
[ More Settings ... ]
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5.5 (Informacidn de Correo)
Contrasena
Agregar la contrasena que fue asignada a la cuenta de correo
correspondiente.

Add Mew E-mail Account

Internet E-miail Settings
Each of these settings are required to get wour e-mnail account working,

User Information Test Account Setting=s

Your Marne: |Instructim:u Cgtoak | After Filling ouk the inform ation on this screen, we
recommend you kest your account by clicking the

E-mail & ddress: |tlnnk@ztemubileculumbia .cOm | button below, (Requires network connection)

Server Information

[ Test Account Settings ... ]

Account Type: \POP3 v |
Incorning mail server: |mail.ztemnl:-ilecaln:-mhia.ccnm |
Outgaing mail server (SMTF): |mail.ztemnbileculnmbia.cum | Se co | oca | a contrase ﬁ a q ue
Logon Information . .
User Mame: |t|-:nc-k@ztemu::bilecu::lu::ml:uia LCOMm | viene ju e Clon el COIIE0
| electrénico.

Password: |

Remember passwaord

& Password Authenkication (SPA)

[ ]Require logog

[ Mare Sethings ... ]

Se habilita esta casilla para que
al ingresar al correo, no se [ <Back [ mexc> | [ cancel |
tenga que escribir la

cdooen
ZTE¢3¥ contrasefia huevamente. Bringn e




LTE%h3

6.1 (Prueba de Configuracion de la Cuenta)
Diagnostico de entrada y salida de mensajes

Add New E-mail Account

Internet E-mail Settings
Each aof these settings are required ko get your e-mail account working,

User Information Test Account Sekttings

iour Marme : |Instructi\-'|:| Cutlook: | &fter fillimg out the infarmation on this screen, we
recommend wau kest vour accounk By clicking the

E-mail Address: |'|:|.Dutlnnk@ztemnbiIeu:u:ulu:uml:uia.| button below, (Reguires network conne ction)

Server Information

[ Testk Accounk Setkings ...

Account Twpe: | POR3 -

Incoming mail server: |mail.ztem ohilecolombia, com |

Cutgoing mail server (SMTR): |mail.ztemnbilecnlumbia.mm

Logon Information Para verificar la funcionalidad
User Mame tlack@ztemabilecalambia.com | del correo, Click en la siguiente
Passwaord: | | CaSi”a.

R.emember password

[ ]Require logon using Secure Password Authentication (SPA)

[ Mare Settings ... ]

< Back ”_ Mext = ][ Cancel ]




6.2 (Prueba de Configuracion de la Cuenta)
Diagnostico de entrada y salida de mensajes

Add Mew E-mail Account

Internet E-mail Settings

Each of these settings are required ko get wour e-mail account working,

User Information

Your Mame: |Instructi'-.n:- Citlaak:, |

E-mail Address: |t|u:u:uk@2temu:ul:-ileu:u:ulu:uml:uia.u:u:um |

Server Information

Account Type: | PP |

Incoming mail server: |mai|.ztemul:uilecculcuml:-ia.cu:um |

Qubgoing mail server (SMTR): |mail.zteml:ul:uilecculuml:uia.l:l:um |

Logon Information

User Mame: |t|u:u:uk@2temu:ul:uileu:u:ulu:umbia.cu:um |

F'EISSWl:lrdl |**************** |

Remember passward

[ ]require logon using Secure Password Authentication {SPa)

LTE%3

Test Account Settings

After filling out the informatio Esta ventana i ndica |a

recommend wou kest vour acg

button below. (Requires net funcionalidad de entrada y

[ Test Account Settings ...

| salida de correos.

Test Account Settings

ongratulations! all kests completed successg

debe mostrar estos resultados.

Close

Tasks | Errars |

Tasks Skatus
\/Lu:ug anto incaming mail server (POP3) Completed
\/Send test e-mail message Completed

En caso de no ser asi, hay que

verificar la configuracion de la
cuenta.
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7 (Autenticacion de la Cuenta)
Después de comprobar que la entrada y salida de mensajes es correcta, se

Add Mew E-mail Account

Internet E-mail Settings

Each aof these settings are required ko sk your e-mail account warking,

User Information

“our Mame: |Instruu:tiw:| Cutlaak, |

E-mail Address: |tlnnk@2temnbilecnlumbia .com |

Server Information

Account Type: | |

Incoming mail server: |mail.ztemubilecu:ulu:uml:uia.u:-:um |

Cutgoing mail server (SMTP): |mail.zteml:||:uilec|:|||:|ml:-ia.l:Dm |

Logon Information

User Marme: |tlnnk@ztemnbilecnlumbia .com |

Passward: | — |

Remember password

[ ]Require lagon using Secure Password Authentication (SPA)

Test Account Settings

After filling out the information on this screen, we
recommend wou kest v our account by clicking the
butkon belowe, (Requires nebwork conneckion)

[ Test Account Settings ...

da por finalizada la configuracion de la cuenta de correo Outlook.

X]

Click para

Continuar.

< Back ” Mexk =

l [ Cancel ]
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8 (Fin de la Configuracion)
Esta ventana nos indica que el proceso fue exitoso y ya se dispone de una
cuenta de correo completamente funcional.

Congratulations!

Yiou have successbully entered all Ehe information required ko setup wour
account,

To close the wizard, click Finish,

Click para

Terminar.

ZTEd Zunging 9% 27
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