Setting up E-Mail in Microsoft Outlook 2003

The E-mail Accounts wizard will guide you through the process of setting up the
subscriber’s e-mail.

e To begin, launch Microsoft Outlook by selecting
1. Start
2. Programs
3. Microsoft Office
4. Microsoft Office 2003

=)

IFT) Jasc Software
I Macromedia

Message Managet

13
3
3
[~ 4 ) Micrasoft OFfice Tools
IF) PrintMe Internet Printing » | 8] Microsoft Office Access 2003
g Mew Office Document a QuickTime 3 LAE Microsoft OFfice Excel 2003
: 7] Real » [&7] Microsoft Office InfoPath 2003
0 Open Office Document =
o I Reflection 3 s H 3 I
@/ Set Program Access and Defaults IF7) Rimage r l'.ﬂ Microsoft Office PowerPaink 2003
I Sanic » &) Microsoft Office Project 2003
. Windows Catalog jﬂ Spybat - Search & Destroy (3 t_jP] Microsoft Office Publisher 2003
Windows Lpdate lj Starkup (3 @ Microsaft Office Visio 2003
I Symankec Client Security 3 EV] Microsoft Office Word 2003
WinZip I winZip »
[T WS_FTP Pro 3 5

Programs Acrobat Distiller .0
- Acrobat Distiler 7.0 i
Dacuments

5 .
& [/} Adobe Acrobat 6.0 Standard 1

§ D, Settings » A~ Adabe Acrobat 7.0 Professional

o O adobe Designer 7.0 t

7]

H f"J SR 2 * Adobe Illustrator €5

- —

6_0: €) Help and Suppert [ Adobe ImageReady 7.0 s
@ Adobe Photoshop 7.0 r

% =] Run... L Adobe Reader 6.0

; & Inkernet Explorer

1= ] Log OFf acumpsta. .. & Jintiator Control Panel 1.1.8.19 i

£ L)

SN Explorer
(%) Outlock Express
2 RealPlayer |

[@start | & @ 0 0 0 ©

e From Microsoft Office, select Tools and then E-mail Accounts to launch the
E-mail Accounts wizard.
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¢ In the opening screen of the wizard, select the option to “Add a new e-mail
account.”

e Then, click the Next button.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

(%) add a new e-mail account:
OV\ew or change existing e-mail accounts

Directory

) add a new directory or address book
() Wiew or change existing directories or address books

e Select POP3 as the Server Type. Click the Next button.

E-mail Accounts &‘

Server Type
“ou can choose the type of server vour new e-mail account will work with,

() Microsoft Exchange Server

Connect ko an Exchange server to read e-mall, access public Folders, and share
documents,

@ por3
Connect ko a POP3 e-mail server to download your e-mail,
Dmap

Connect ko an IMAP e-mail server to download e-mall and synchronize mailbox
folders.

CHTTP

Connect bo an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

() Additional Server Types
Connect ko another workgroup or Srd-party mail server,
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e Enter the subscriber’s User information and Logon Information.
e Use the work order to enter the Server Information.

e Select the More Settings button.



E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required ko get your e-mail account warking,

User Information Server Information

‘four Mame: oo el Incoming mail server (POP3); ;;jnp.dnmain.cnm

E-mail Address: [yser@domain.com Qutgaing mail server (SMTPY: gl damain.com 1
Logon Information Test Settings

User Mame: 'i After filling out the information on this screen, we

' recommend you test your account by clicking the
Password: s | buttan below, (Requires netwark connection)

Test Account Setkings ...
[JLog on using Secure Password
Authentication (SPA) x
More Sngs

Remember password
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At the Internet E-mail Settings window:
e Select the Outgoing Server tab

e Check the box that states “My outgoing server (SMTP) requires
authentication”

e Click the option to “Use the same settings as my incoming mail server”
e Click OK

Internet E-mail Settings

| General Outgoing Server f.Connection | Advanced

My oukgoing server (SMTP) requires authentication

@ Use same setkings aRuy incoming mail server
) Log on using

() Log on ko incoming mail server before sending mail

Ok ] [ Cancel




The wizard is complete. To close, click the Finish button.

E-mail Accounts

Congratulations!

‘ou have successfully entered all the information required ta
sekup your account,

Ta close the wizard, cIi%Finish.
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