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Email Help for Microsoft
Outlook

How to Change Your Settings to
Delete Email Off Your Server

for Pop Email Setup’s

These instructions are for POP3 emaill
accounts
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What is this Presentation About

* This presentation will show you step by
step how to set your outlook 2010 emaill
account to delete email off your server
after a number of days.

* Please go to the next slide to start
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Click on File
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m Home Send / Receive Folder View Add-Ins
Save As
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<« gtp.dale <
Microsoft Exchange

&k Add Account = =
Open E B 3
Print = Account Settings
mll Modify settings for this account, and configure
Help i additional connections. 7
Account / \
I

|1 options | Settings~
J

Automatic Replies (Out of Office)

s Use automatic replies to notify others that you are out of office, on
ﬁ] ; abl 7 ;
vacation, or not to respond to e-mail rr g
Automatic
Replies

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted Items and

archiving.
Cleanup
Tools ~
S Rules and Alerts
L@ Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules removed.

& Alerts
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Click on Account Settings
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m Home Send / Receive Folder View Add-Ins
B save As .
Account Information
Uy save Attachments
- . gtp.dale
Info m Microsoft Exchange
B o Add Account
Open c—
Print Jr;l ount Settings
‘LL Modify settings for this ac
Help Q"ff} additional connection:
Account
[ options Settings -

B3 Exit

Account Settings...

Add and remove accounts or change
existing connection settings.
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Delegate Access
Give others permission to receive
items and respond on your behalf.

Download Address Book...

Download a copy of the Global
Address Book.

Mailbox Cleanup

2. Click |

Tnbox- dale@gtp.com.au - Microsoft Ou

nt, and EORTIGUre”

|of Office)
tify others that you are out of office, on
respond to e-mail messages.

Manage the size of your mailbox by emptying Deleted Items and

archiving.
Cleanup
Tools ~
A Rules and Alerts
i{:xa Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules removed.

& Alerts
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Double Click Email Account You Wish To Edit

| Account Settings — i - il

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

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

G New... SRepair... '3 Change... % SetasDefaut X Remove # &

e "

Name Type

& atp.dale Microsoft Exchange (send from this account by default)
applications@gtp.com.au IMAP/SMTP
legrand@gtp.com.au POP/SMTP

Change Folder

in data file C:\Users\dale

Double Click on the email account to be
i | selectedaccountde  €dited so the editing screen pops up

ata\Local\Microsoft\Outlook\gtp.dale.ost
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Click the More Settings Button

. : Tk
Change Account - — W e e —— L@ig

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

User Information Test Account Settings

Your Name: legrand@gtp.com.au . After filing out the information on this screen, we N
S : recommend you test your account by dicking the button

E-mail Address: legrand@gtp.com.au below. (Requires network connection)

Server Information

S [ Test Account Settings ... ]
Account Type: {POP3 vl l
‘ — Test Account Settings by dicking the Next button

Incoming mail server: |mail.gtp.com.au

Outgoing mail server (SMTP): | mail.gtp.com.au

Logon Information
User Name: legrand@gtp.com.au Click onmore
p—————— seftings
Password: | EEEEEEEEEE
[V]Remember password i
[]Require logon using Secure Password Authentication (SPA) |

< Back [ Next > ] [ Cancel ]
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Click the Advanced Tab

» R,
Change Account | @%&- |

{ Internet E-mail Settings [ & J g‘
ST
General | Qutgoing Server | Connection | Advanced |
Mail Account 1
Type the name by which you want to reffr to this account. For [ Settings
example: 'Wprk' 9',,“‘?059& Mai,|, Se X the information on this screen, we 'l
_ legrand@gtp.com.au | test your account by dicking the button
# % = | |ifes network connection)
! Other User Information
Organization: \ \ l Se
i - :
i Reply E-mail ‘ ‘ | Bcount Settings by dicking the Next button I
|

|
Click on the advanced
tab
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Tick the Shown Delivery Tick Boxes and Click OK

-
Change Account

] Internet E-mail Settir:ﬁg{_s

===

IGeneral IOutgomg Server IConnecton| Advanced l

Short

Server Port Numbers

Incoming server (POP3):

Server Timeouts

il | Delivery
| Leave’
!
|
i |

110

Use Defaults

[ This server requires an encrypted connection (S5L)
Qutgoing server (SMTP):

587

iy

: on the server
from server after 14 %1 days

[T|Remove from server when deleted from 'Deleted Items'

' Click OK to

' make sure that both of these
! are ticked

and set the days to between 7
and 14

Use less days if your email
quote fills up quickly
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Click Next to Save and Close

)

Change Account — . AP W S e - — - — @

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

User Information Test Account Settings

Your Name: =iegrand @gtp.com.au ' After filing out the information on this screen, we "
e recommend you test your account by dicking the button

E-mail Address: llegrand@gtp.com.au ; below. (Requires network connection)

Server Information

: v [ Test Account Settings ... ]
Account Type: {POP3 = |

= Test Account Settings by dicking the Next button

Incoming mail server: iﬁ\ail.gfp.com.au

Outgoing mail server (SMTP): | mail.gtp.com.au

Logon Information
User Name: legrand @gtp.com.au
Password: [——
Remember password [ |
Click Next= to save |
["]Require logon using Secure Password Authentication (SPA) and close

< E:a&k [ Next > ] [ Cancel ]
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Congratulations

* You have now successfully changed the
email settings to delete email off your
server after X days.

* This will stop your email box filling up

* If it does fill up try reducing the number of
days to leave email on the server.
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GTP iCommerce Pty Ltd

“Results Focused Internet Marketing”
That’s “Guaranteed To Perform”
We specialise in

 Ecommerce Shopping Cart Web Sites with
* Integrated Email Marketing Software
« Search Engine Optimisation Services
 GTP Hub Business Management Software

for time Tracking, Project Management, Task Management
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Contact Us For

* Please contact us if you require a powerful
Internet marketing web site for lead
generation, e-commerce, business
process improvement, and emalil
marketing.

« GTP was established in 1996.

 Finalist in 2012 For Best Ecommerce Web
Site in the Australian Web Awards.
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Contact Information

e support@agtp.com.au
 + 61 1300 856 533

« SMS: +61 411 352 766
* Twitter: perthwebdesign

 Facebook: http://www.facebook.com/gtp.web.design.seo
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