Part 1 - Carbonio Account Log in Guide

1. Open your web browser: Launch your preferred web browser (Chrome, or
Edge).
2. Enter Carbonio Mail address: mail.finden.com.ph

& Log In: Finden Mail b +

3. Enter your email address:

Username: (first letter name_lastname)@finden.com.ph
Password: Local@123 (First Log In)

Ex:

Eugene Marco

Username: emarco@finden.com.ph
Password: Local@123 (First log in password)

Findaen

Usermname

emarco@finden com ph

Password

Local@123 @

LOGIN

Forgot Password?

/ Your browser is fully supported

Copyright © 2024 Zextras, All rights reserved


mailto:emarco@finden.com.ph

4. Create a new password to make it secure. (Follow the Guide bellow)

Finden
[Eigrade [

1 Create a new password

Od e ®
New password "
Confirm new password &
< Your browser is fully supported 2

Copyright ® 2024 Zextras, All rights reserved

4.1 - Enter Old password — Local@123

4.2 - Enter New Password — Make your own unique password and click
“CHANGE PASSWORD AND LOGIN” to finish.



Part 2 - Re-configure Outlook Account.

1. Open Outlook Application

Outlook

Starting...

2. Click “File” in the upper left corner of your screen.

Send / Receive

Mew M
Email Iltems~

Schedule a Start Instant
Meeting = Meeting -
Mew Zoom

rag Your Favaorite Folders Here r

damoccnmbndan comph (10

Folder

. E n r'lmlgnorE
x

Clean

3@Junk*
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Search

All U

3. Inthe “Account Information” section Click “Account Setting” dropdown option and Open

“Account Setting”.

Account Information

Open & Export

=1 emarco@finden.com.ph
=
Sl POR/SMTP

4 Add Account
Save Attachments

Print @

Account Settings

Change settings for this account of set up more connections.

Account
Settings < 1
Office Account
o = Mailbox Cleanup
=2 Manage the size of your mailbox by emptying Deleted tems and archiving.
Cleanup
Exit Tools -
a Rules and Alerts

i Use Rules and Alerts to help organize your incoming e-mail messages, and
Manage Rules | updates when items are added, changed, or removed

& Alerts

receive

Info

Open & Export

Save As

Save Attachments

Print

Office Account.

Options

Exit

Account Information

G emarco@finden.comph -
= poessmre

+ Add Account

E Account Settings
e

Change settings for this account or set up more connections.

-— &

box by emptying Deleted Items and archiving.

’_. Account Settings...
84% Add and remove accounts or

change existing connection settings.

TIeanup.
Tools =

a Rules and Alerts

1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.

& Alerts




4. Once you open the “Account Setting” window, “Accounting Setting” window will appear.

4.1 - Select your email address.
4.2 - Select “Change”.

Account Settings x

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

E-mail  DataFiles RSS Feeds ShareP%ntemet Calendars Published Calendars Address Books |
o New... 3 Repa\r.‘l %F Change... | ¥ Remove s

Name Type

s-j emarco@finden.com.ph POP/SMTP (send from this account by defauit)
TUgEne, marca @THerne POTRIITE

Selected account delivers new messages to the following location:

Change Folder  emarco@finden.com.ph (1)\Inbox
in data file D:\emarco@finden.com.ph (1).pst

Close

5. When “POP and IMAP Account Setting” is open, change the iformation below:

i POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Eugene Marca ‘We recommend that you test your account to ensure that
the entries are correct.

Email Address: emarco@finden.com.ph

Server Information
Test Account Settings ...
J Account Type: POP3

’AutomatlcaHy test account settings when Mext
is clicked

Outgoing mail server [SMTP): | poy5631.blushost.com ‘_\

Logon Information

| [/ncoming mail server: box5631.bluehost.com

User Name: emarco@finden.com.ph 5
=
I Password: R

'Rememberpassword ‘\ 2 L
[:] Require logon using Secure Password Authentication
SPA]
CR Mare Settings ...

< Back Next = Cancel

5.1 - In the “Server Information” section. Change Icoming mail server and Outgoing mail
server(SMTP) information.
e Incoming mail server: box5631.bluehost.com to mail.finden.com.ph




e Outgoing mail server (SMTP): box5631.bluehost.com to mail.finden.com.ph

Server Information
Account Type:

Incoming mail server:

Chutgoing mail server [SMTF):

FOF3
mail.finden.com.ph

mail. finden.com.ph

5.2 - Change your “Password”. (The password that you will use is the password that you

enter on you Carbonio email account)

Password:

5.3 - Open “More Settings”.

S LT

5.4 - When the “Internet E-mail Setting” window appear, select “Advanced” option. In the
“Delivery” section, change the days in to 60 from 14 and click “OK”.

Er e
X Ly

Internet E-mail Settings

f General OUthngSENE L!

[l Server Port Numbers

Incoming server (POP3: 985 | Use Defaults

i ’This server requires an encrypted connection (S5L)
il COutgoing server [SMTF): ﬂ

Use the following type of encrypted connection: SSL

E

£ Server Timeouts
Short -~ ® Long 1 minute
Delivery

ﬂ Leave a copy of messages on the server

| ’ Remove from server after days

[ remove fromieydeeted from 'Deleted ltems’

S5

= e —— "

5.5 - To finish the configuration, click “Next”, wait “Test Account Setting” to Complete and

click “Close”. Click “Finish”.

Change Account

POP and TMAP Account Settings
Enter the mai server setfings for your account.

User Information Test Account Settings
Your Name: Eugene Marco

the entries are corredt,

Email Address: emarco@finden.com.ph

Server Information
Test Account Settings ...
Account Type: POP3
Incoming mail server. mail finden.com ph s
Outgoing mail server (SMTP): | mail finden.com.ph
Logon Information
User Name: emarco@finden.com.ph
Password:

Bremember passwors

We recommend that you test your account to ensure that

9 Automaticallytest account settings when Next

(7] Require logon using Secure Password Authentication
Bt More Settings

Cancel

Test Account Settings

Congratulations! All tests completed successfully, Click Close to

| continue.

Tasks  Errors

Stop

Close

Tasks Status
\/Log onto incoming mail server [POP3) Completed
\/Send test e-mail message Completed




