Configure Microsoft Outlook 2003

NOTICE:
It is important that you have the following information before you start this process:

e Your email address

e Your user name

e  Your email password

e Your Incoming mail server (POP3)

e Your Outgoing mail server (SMTP) - You will need contact either your internal IT person or your ISP to find out
what to use here.

To configure your email client when running Microsoft Office 2003, click on Start, the click on Control Panel, and then click on the

A Mail

mail icon. A screen similar to the following should then appear-

Mail Setup - Dutlook Click on E-mail

E-mail Accounts - firﬂs/
o Setup e-mail accounts and directaries. 7

E-mail Accounts...
> |
Data Files
& Change sel_:tings For the files Cutlook uses to Diata Files, .. |
*J@;:ﬁ store e-mail messages and documents.,
Profiles

Setup mulkiple profiles of e-mail accounts and Shaw Prafiles. .. |
data files, Twpically, wou anly need ane.

Close |
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E-mail Accounts |

This wizard will allow you to change the e-mail
accounts and directories that OuH-

Select Add a new

E-mail e-mail account
N
¢ add a new e-mail account

£~ Wiew or change existing e-mail accounts

Directory

" add a new directory or address book.

™ view or change existing directories or address books

Click Next

= Back I Next‘(l\ﬁﬁ
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5

Server Type
You can choose the bype of server vour new e-mail accaunt will wark, with,

Select POP3
= Micr

COMME o read e-mail, access public folders, and share
documer’

" poP3
Conneck ko a POP3 e-mail server to download your e-mail.
i~ IMAP

Conneck ko an IMAP e-mail server ta downlaad e-mail and synchronize mailbos
Folders.

i~ HTTP

Conneck ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect o anokther workgroup or Srd-party mail server,

Click on Next

| « Back I Mexk = Cancel
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Internet E-mail Settings {POP3)
Each of these settings are required ko gek vour e-mail account working.

User Information Server Information

Your Mame: || Incoming mail server (POP3): I

E-mail &ddress; I Cukgaing mail server (SMTR): I

Logon Information Test Settings

Iser Mame: I After filling out the information on this screen, we
recommend you kest your accounk by clicking the

Password: | button below, (Requires network conneckion)

¥ Remember password
Test fccoumt Sethings ...

| Log on using Secure Password

Authentication (SPA) More Sethings ...

< Back I Mlext = Cancel

When we configure your mail accounts, we always configure a machine name called Mail.mydomain.com
where mydomain.com is whatever domain name you've registered. For example, if your domain name is
Acme.com, fill in mail.acme.com in the Internet mail Server field.

Next, fill in the name of your mail account (such as jsmith in the account Name field. This is the name of your
"POP" (Post Office Protocol) mailbox. It may be different from your "from™ address that you give out to others.

If we configured your mail on our IMAIL server, then your POP account name will be the same as your from
address (jsmith@acme.com for example).
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Internet E-mail Settings {POP3) o
Each of these settings are required to get wour e-mail account working. Fill in the form

with your

information
User Information Server Information N
Your Mame: I i i i : i —
g 1ane Smith Incoming mail server (POP3): Imall.acme.cnm
E-mnail Address: Ijsmith@acme.cum Cukgoing mail server (SMTR: Imail.windstream.net
Logon Information Test Settings
Lser Marmne: Ijsmith@acme.cum #fter filing out the information on this screen, we
recommend yau kest waur accaunt by clicking the
Passwiord; I****** button below, (Requires netwark connection)
¥ Remember password Click on More
Test Account Sekkings ... Settings

| Log on using Secure Password

Authentication (SPA) "

Maore Settings ’l/\

< Back I Mext = I Cancel
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If you do use our server for sending email, make sure to perform the next three steps.

Click on

Internet E-mail Settings Outgoing Server

General IOuthing Server ,

Mail Account

Type the name by which you would like ko refer to khis
account. For example: "wWork! or "Microsoft Mail Server"

Other ser Information

QOrganizakion: I

Reply E-rmail: I

(] 4 I Cancel
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B cickonwis S X

Ge bOX
N

eckion I Advanced I

[y oubgoing server (SMTP) requires authenkicakion

{% Use same sethings as my incaming mail seryer

C LLag am using

IUser Mame: I

Passward; I

¥ | Remember password
™| Log onusing Secure Password Authentication (SRA)

€ Log|om b incoming mai server before sending mai

K, I Cancel
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iZeneral  Dutgoing Server |C|:unnecti|:|n I fdvanced I

¥ My outgoing server (SMTRY requires authenticakion

' Use same sektings as my incoming mail server

™ Log on using

Idser MWame: I

Passward; I

¥ Remember password
™ | Log on using Secure Bassword Authentication (SPa)

" Log on ko incoming mail server before sending mail

Click on OK

~N

Ok, Cancel

Information Analytics




Configure Microsoft Outlook 2003
=

Internet E-mail Settings {POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Mame: IJa,-,E Smith Incaming rmail serwer (POP3): Imail.acme.cnm

E-rnail Address: Ijsmith@acme.cnm Cukgaing mail server (SMTREY: Imail.windstream.net

Logon Information Tesk Settings

User Marme: Ijsmith@acme.cum After filling out the infarmation on this screen, we
recommend wou kesk vour account by dlicking the

Passwiord; I***** button below, (Requires network conneckion)

v Remember password
Tesk Accounk Settings ... |

I Log on using Secure Password
Authentication (SPA) | Mare Settings ... I

Click on Next

< Back I Next/r\mE(r
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E-miail Accounts
You can seleck an account and change ks settings or remave it

Cutlook processes e-mail For these accounts in the Following order:

j

Marme | Type | Change...
mail. acme, com POPISMTP (Default)

fdd. .,

Rermove

Set as Defaulk

Mave g

Mawe Down

L

Deliver new e-mail to the Following location:
Personal Folders j Mew Dutlook Data File., .. |

Click on
Finish

< Back I Finish Cancel
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