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Introduction

This guide takes you step-by-step through the process of setting up a new email
account in Microsoft Outlook 2002 / 2003.

Note: This guide defaults to IMAP and No SSL.

Setting up Outlook 2002 /2003 Mail

1. Launch the Microsoft Outlook application.
2. From the menu bar, select Tools > E-mail Accounts.
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The Email Account wizard will take you through the steps to set up your email.

sl

E-mail Accounts H)i[

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

E-mail

= add a new e-mail account

™ Wiew or change existing e-mail accounts

Directory

™ add a new directory or address book
= Wiew or change existing directories or address books

cparh [ omes | cese

3. Select Add a new —mail account and click Next.
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4. On the next page, select the type of server you will be using for this email account.
Select either POP3 or IMAP, and click Next.

E-mail Accounts x|

Server Type —:
You can choose the byvpe of server your new e-mail account will wark with,
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5. On the next page, enter the information required in the User Information and Server
Information fields. Make sure that:

e Your user name is your full email address
e Make sure that your incoming mail server is prefaced by “mail.” (POP3) or
“smtp.” (SMTP)

E-mail Accounts '

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account waorking,

User Information Server Information

Your Name: | Marme Sumame Incaming mail server (POP3): | mail you r-damain com

E-mail Addrass: I you {@your-domain.com Dukgoing rail server (SMTR: I sty your-domain com

Logon Information Test Settings

Uset Marne: I you @Eyour-domain.com After Filing ouk the information on this screen, we
jm= recammend you test vour account by clicking the

Password: I********* button belaw. (Requires nebwork conmeckion

W Remember password
Test Account Setkings ...

[ Log on using Secure Passward

&uthertication (SPA) More Setkings

< Back, I Mext = I Zancel

6. Click the More Settings... button.




Internet E-mail Settings

| Log on using Se

In the Internet E-mail Settings dialog box, click the Outgoing Server tab.

Ensure that the My outgoing server (SMTP) requires authentication checkbox is
selected, as well as Use same setting as my incoming mail server.

Click the Advanced tab.
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Internet E-mail Settings ] =]

General | Cubgoing Server | Connection  Advanced |

Server Pork Numbers

Incoming server (POP3): I 110 Lise Defaults |

[ This server requires an encrypted connection (S5L)
Cukgoing server (SMTE): 537

[ This server requires an encrypted connection (S5L)

Server Timeauks

Shart =F————— long 1 minute

Delivery

[" Leave a copy of messages on the server

[T Remave from server afterl 10 3: days

[T Remove from server when deleted from 'Deleted Trems'

(04 I Cancel

10. Select the Advanced tab

11. The Incoming Server ports: POP is 110 and IMAP is 143 11. Set the Outgoing
Server (SMTP) port to 587.

12. Click the OK button to return to the Wizard.

13. Click the Test Account settings... button. This is optional, but it is recommended
that you perform this step.

E-mail Accounts N x|

Internet E-mail Settings (POP3)
Each of these settings are reguired to get wour e-mail account working,

User Information Server Information
‘four Mame: | Mame Sumame Incoming mail server (POP3): | miail.you r-domain.com
E-mail Address: | you @your-domain.com Dutgoing mail server (SMTP: | smitp your-domain_com
Logon Information Test Sektings
User Marne: I you @youromain.com After filing out the information on this screen, we

— recommend wou test wour account by dicking the
Password: I********* button below, (Requires network conneckion)

¥ Remember password

Tesk Account Settings ... |

[ Log on using Secure Password

Suthentication (SPA) More Settings |



Test Account Settings

Congratulations! Al tests completed successFully, Click Close bo continue.

Tasks ] Erraors ]

Tasks j Skatus
\/‘Estal:ulish network conneckion Completed
\/Firu:l oukgoing mail server (SMTP) Completed
\/‘Firu:l incarming mail server (POP3 Completed
V/Lu:ug onko incoming mail server (POP3) Completed
\/Send kest e-mail message Completed

Congratulations! Your Outlook mail program is set up and ready to send and receive
mail.
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