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Business Email & Collaboration 

 

Setup Guide for Microsoft Outlook 2007/2003 

 

 

Before you follow these steps please make sure you have your email address and 

email password at hand. 

 

1. Open Outlook 
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2. Simply Click the TOOLS button from the top menu and then select Account 

Settings as shown below. 

 

 

3. A new window will then be displayed as shown below. You will then need to 

click on the New button 

 

If after clicking the new button it asks you if you would like to create a new email 

account simply click the next button. 
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4. At this step you will need to enter a few different pieces of information which 

Saco Technology or your IT administrator should have provided you and then 

click the next button. 

a. Enter your name as you want it to appear when people receive emails 

from you. 

b. Enter your full email address 

c. Then enter your email password twice to confirm it is correct. 

 
 

5. Once this is done it will then go through and search for all the email settings 

you need automatically. After a minute you will see the following image and 

you will simply need to click next. 

 



Version 1.1     (C) 2001-2010 Saco Technology 

6. After you have clicked next it will then go through again and download the 

correct mail settings as shown below. To finish the setup all you need to do is 

select the Finish button. 

 

 

 

 

 

 

If you use Telstra Bigpond as your internet 

provide or use this when out of the office it is 

recommended that you follow the extra steps 

below to avoid issues sending emails out.  

(If you don’t then you are finished) 
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After hitting the finish button you will be taken back to the following screen below. 

From here simply select your email account you just added and click the Change 

button which then appears. 

 

 

 

 

You will now see a new screen which shows you all your email settings. From here 

simply click the More Settings button found in the bottom right hand corner. 
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You will then see another window open which appears as shown below. All you need 

to do is simply click the Advanced button which is in the top right hand corner. 

 

 

 

After clicking that you will see the follow windows open and you will notice the 

Outgoing Server has the number 25 in the text field. You need to change this to 

show 5125 as the image below shows and then simply hit the OK button. 
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You will then see a window like below and all you need to do is click on the next 

button: 

 

 

A new pop up will display and once it says completed in both fields hit the close 

button. 
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The following windows below will then be shown and all you need to do is simply 

click on FINISH. 

 

 


