How to setup Outlook

Before you begin you will need;

1. Working mailbox
a. Username and Password should be valid and working. Please test your
Credentials by logging onto the Liquidcloud Web portal -
https://mailcpt.exchangemail.co.za/owa with your email address and
password to ensure that it is working.
b. Note that in some rare cases your email address and user logon hame may
differ. Please contact Service Desk should you have any issues logging on.

Outlook'Web App

Domain\user name:

Password:

® signin

https://mailcpt.exchangemail.co.za/owa

2. Working Internet Connection - Internet connectivity is required.
3. Laptop, Desktop, Smartphone or mobile device that supports Active Sync.
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https://mailcpt.exchangemail.co.za/owa

Configuring Outlook

+

Outlook should automatically configure your profile using only your email address and Login

details.

Your Huizemark email will remain in the current profile.
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'D_j Manage the size of your mailbox by emptying Deleted items and archiving.

Tools
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updates when items are ndded, changed, or removed.
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Email Accounts
¥ou can add or remove an account. You an select an account and change It settings,

Email  DataFiles RSS Feeds SharePointlists InternetCalendars Published Calendars  Address Books

o New... 38 Repair.. U5 change.. @ setasDefault X Remove & @

Mame Type

@ plusdeals@huizemark.com POPYSMTP [send from this accaunt by default
jeannine@cashforhomes.coza POPSMTP

Seledted account delivers news messages to the following location:

| Change Folder  plusdeals huizemarkco miinbox
in data file CAUsers\eannine\,. \Outloek Files\plusdesl:@huizemark com.pst

Close
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From within Outlook, to add the new Outlook account to your current email profile —
open your account settings — select file, account settings, and then account settings
again:

On the account settings window — under the email tab - select new — to add a new
email account:
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3. When the new account wizard opens — enter your provided email address —
example: ressales@plusgroup.co.za and select connect:

Account

Email A
You

Email Fnh

1 Newd

= 3 Outlook

jean

Email address

I resales@plusgroup.coza

Selected

Chiang Advanced options

Close

Noaccount? Create an Outlook.com ernail sddress to get stsrted.

4. Select Exchange 2013 or earlier as the type on the next window.

X
R Outlook
Advanced setup
Jd % R G
Microsoft 365 Outlook.com Exchange Google

M & R
pop IMap Exchange 2013

or eatlier

Ga back
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5. A security prompt will appear shortly to allow for redirection to the hosted Exchange
platform. Please note that it may appear hidden behind your current window. Please
enable the “"don't ask me about this website again” and select allow.

N Outlook

Adding resales@plusgroup.co.za

Microsoft Outlook X

F4 Allow this website to configure resales@plusgroup.co.za server
1) settings?

httpsiffautodizcover.exchangemail.co.zafautadiscover/autodiscaverxml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust,

o

6. You will then be prompted for your username and password. Ensure that “remember
my credentials” is selected:

Windows Security X
Microsoft Outlook
Connecting to resales@plusgroup.co.za

resales@plusgroup.co.za

Remember my credentials

More choices
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7. Ifallis correct — the next window will mark all as completed and will require you to
restart outlook:

Congratulations!

Configuring

Outlook is completing the setup for your account, This might take several minutes,
+"  Establishing network connection
+"  Searching for Shaun@liquidcloud.co.za settings
+" Logaing an to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

[[] ¢hange account settings Add another account..,

You can now open Outlook and start using your new Plus email account.
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Active Sync - General Settings

If you are not using an Apple, Android, or Windows mobile device, the following settings are
applicable to any device using Mobile Synchronization to Office 365, although the order in
which you are prompted to provide these settings will vary across devices and versions.

Email Address or Username is your complete e-mail address, which
is login@plusgroup.co.za.’

Password is your Domain password.
Domain is left blank.
Server is mailcpt.exchangemail.co.za.

Use SSL should be on or selected.

ACCOUNT INFO
e Email ™~
\ liquidcloud@plusgroup.co.za )
\_ Yy,
P Password - —\\.
N A
Client certificate
None SELECT
SERVER SETTINGS
DomainiUsername ~,
. liquidcloud@plusgroup.co.za )
N A
Savegy —m/m——————————
\_.
. mailcpt.exchangemail.co.za .
\_ /
[ Port ~
443
\_ J
Security type
SSUTLS v

Mobile Device ID: androidcé77718358
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