Outlook 2003

1. Click Start>All Programs(Programs)>Microsoft Offrddicrosoft
Outlook 2003 or you can go to Start>Run and typéoold and click OK.

2. If this is the first time you are opening Outloddgsto Step 4. If not click
Tools>E-mail accounts.

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

E-mail

(%) Add a new e-mail account
(3 Wiew or change existing e-mail accounts

Directory

(3 add a new directary or address book,
3 iews or change existing directories or address books

3. Select Add a new e-mail account and click next.
4. Select POP3 and click next.



Server Type
¥oul can choose the bype of server wour nesw e-mail account will work, with,

-

{_)Microsoft Exchange Server

Conneck ba an Exchange server to read e-mail, access public Folders, and share
documents,

() POP3
Conneck b a POP3 e-mail server ko download your e-mail,

O IMAP
Caonneck ko an IMAP e-mail server ta download e-mail and synchronize mailbos
folders.

(COHTTP
Connect o an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailboy Folders,

i) additional Server Types
Caonneck ba another workgraup or 3rd-party mail server,

5. Fill in Your name, E-mail address, and the incomangd outgoing mail
servers with the settings given to you (exampld.piinet). The
username will be your full email address and etitempassword provided
for you. Then click More Settings.

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

User Information Server Information

Your Mame: Temp Incoming mail server (POP3): | mail, pilr. net

E-mail Address: | termpi@pilr. et Cutgoing mail server (SMTPY: | mail, pilr, net

Logon Information Test Settings

User Marme: temp@pilr.net &fter Filling out the information on this screen, we
recommend vou kest vour account by clicking the

Passwiord; seskstchbctatik button below, (Requires netwark connection)

Remember password

Test Account Settings ... ]

|:| Log on using Secure Password

Authentication (SPA) More Settings

6. Click the Outgoing Server tab and select the chexkbat says “My
outgoing server (SMTP) requires authentication.



Internet E-mail Setlings

1 | General | Outgoing Server ICl:unnectiI:un'H Advanced |

My oukbgoing server {SMTP) reguires authentication =

i @' s same sektings as my incoming mail server

" Log on using —

User Mame: E

Fassword: —

Rermember password

Log on using Secure Password Authentication (5P&)

) Log on to incoming mai server before sending mail [Jt
7. Click the Advanced tab.
8. Check the box that says “This server requires anypted connection

(SSL) under Incoming server (POP3) and OutgoingessdSMTP). Make
sure the Incoming server (POP3) changes from 1993oand the
Outgoing server (SMTP) changes to 465. If the nensildon’t change
automatically type the correct number in and clik.



Internet E-mail Settings

.tl- | General " Cukgaoing Server " Conneckion | Advanced I—

— Server Pork Mumbers

1 Inicarning server (POP3): Use Defaults

This server reguires an encrypted conneckion {35L)

Oubgaing server (SMTP): 465
This serwer requires an encrypted connection (3500

Server Timeouks

mw
Short 0 Long 1 minute
Delivery
[ ]Leave a copy of messages on the server
| Remndyve from server after days
g Remove-from server when deleted from 'Deleted Ttems!
ik

9. Click Test Account Settings. You will get 5 gregreck marks. If you
get any red X marks please check your settingspatling.

Test Account Settings

| Cangratulations! All tests completed successfully, Click Close ta cantinue, Skop

Tasks | Errors | -
Tasks Skatus 2| -
\./ Establish network connection Completed i
\/Find outgoing mail server (SMTR) Completed =
3 \/‘Find incoming mail server (POP3) Completed -
\/Lng onko incoming mail server (PO, . Completed
" Send test e-mail message Completed 4

10.  Click close
11.  Click next, then Finish
12.  You may now receive your mail.



