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Configuring E-mail: Microsoft Outlook 2002 /XP

e You can open
Microsoft Outlook on
your computer by going
to Start -> Programs -
> Microsoft Outlook.

e Once in Microsoft
Outlook, from the Tools
menu, select E-mail
Accounts. Then select
the radio button marked
Add a new e-mail
account and click Next.

Note: If you are just
updating your settings
for the new security
features then you would
select View or change
existing e-mail
accounts and click Next.

e Select the radio
button marked POP3
and click Next.
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E-mail Accounts
You can change dhe e-mal accounts and directorias that Outlook uses.,

E-mail
* Fdd a new s=mail acoount

™ e or change existing e-mail accounks

Directory
" Add & mew drectory o address book

" Wiew or change existing dirsctories or address books

Mest &

ed 3

Cloge
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Server Type
You can chooss the type of sarvar your nevw e-mail acount will work with.

" Microsoft Exchange Server
Connect ko an Exchange server bo read e-mail, access public Folders, and
share doouments,

Connect to & POP3 e-mail server bo downlosd

wour e=mail,

 [MaP
Connect ko an IMAP e-mail server to downlozd e-mal and synchronize
maibox folders,

 HTTR
Connect ko an HT TP e-mall server such as Hotmall bo download e-mall and
syrchronize maibox folders,

" additional Server Types

Connect ko another workgroup or 3rd-party mall server.

+ Back
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¢ In the User
Information fields, enter
your first and last name
and e-mail address you
would like to set up on
Microsoft Outlook.

¢ In the Server
Information fields, enter
mail.yourdomain.com as
the Incoming mail
server and
mail.yourdomain.com as
the Outgoing mail
server.

¢ In the Logon

Nour Marme:

User Mame:
Password:

E-miail Accounts

Internet E-mail Settings (POP3)
Each of thess settings are required bo get youwr e-maill account working.

User Information

|‘|'u:-ur Mame

E-mail Address: [em@ymrdnmaln.cnm

Logon Information

|emzik@yourdonain, com

|-n-rvn-n-

[+ Remember password

™ Log on using Secure Password
Authentication (SPA)

server Information
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Incoming mail server (POP3):

| mai.yourdomain.com

Cubigaing mail server (SMTP):

Test Settings
After filing out the information on this streen, we

[mal.yrnurdumain.cum

recommend you best your accounkt by clicking the butbon

bedow, (Requires netwerk connection)

Test hooount Setbngs ...

cBack | Mes> |

Cancel

Information fields,

enter your e-mail address
as the User Name and the
password for that mailbox as the
Password.

NOTE: If you are updating a previously
created e-mail account that has a '%’
in the username please change the '%’
to an '@’ so that it looks like an e-mail
address.

NOTE: Enter the e-mail address of your
actual mailbox, NOT a forwarding
address. Once you have configured
Outlook to this mailbox, Outlook will
receive mail sent to all forwarding
addresses associated with this mailbox.

If you have previously configured e-
mail programs to your mailbox using
only the name of the mailbox
("mailbox_name" with no
"@domain.com"), continue to use that
mailbox name.

e Then click More Settings.

e Click on the Outgoing Server
tab and check the box labeled My
outgoing server (SMTP)
requires authentication.

Then select the radio button

Internet E-mail Settings

General Cutgoing Server I Eu:unneu:ti-:unl Advanced

¥ 1y outgoing server (SMTP) requires authenkicakion;

) Iz same setkings as my incoming mail server

8 Log on using

IUser Mame:

Eassword:

¥ | Eemember password

- LLag an wsing Secure Passward suthenticatian

™ Log on to incoming mail server before sending mail

o ]

Cancel

marked Use same settings as my incoming mail server.
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¢ Click on the Advanced tab and
verify that the Incoming server
(POP3) is set to 110 and the
Outgoing sever (SMTP) is
changed from 25 to 587 for
better spam protection. Then
click OK.

NOTE: If you have previously
sent messages with a different
SMTP port number, that number
will still work.

Internet E-mail Settings

Generall Outgoing Serverl Connection  Advanced |

Server Port Mumbers

Incoming server (POP3): 110

[ This server requires a secure connection (550

=

™ This server requires a secure conneckion (S50

Qukgaing server (SMTR):

IJse Defaulks |

Server Timeouts

Shott ——— F—— Long

5 minutes

Delivery

[" Leave a copy of messages on the server

™ Remove from server aFterI 10 3: days

™| Remave From servet when deleted from 'Deleted Ttems!

2

o ]

Cancel

e Microsoft Outlook
has now been
configured to your
mailbox! Click
Finish; then click on
the Inbox icon in
the left navigation
menu of Microsoft
Outlook to see the
inbox of the e-mail
account you have
just set up.

Congratulations!
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You have successfully entered all the information reguired bo sebup your account.

Tao close the wizard, dick Finish.
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Testing Your Account

¢ Send yourself a message from an external e-mail address to make sure that you are
properly set up to receive mail. Click on the Send/Receive button to receive your incoming
e-mail.

Next, send a message using Outlook to an external e-mail address to make sure that you
can send mail.

If you do not receive an error message when you receive or send mail, you can begin using
Microsoft Outlook.

Add Another Mailbox

If you would like Microsoft Outlook to receive mail from more than one mailbox, select first
the Tools menu and then E-mail Accounts again and continue along with the steps
outlined in this tutorial.
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