Basic Email Setup Instructions - Outlook 2002 (Outlook XP) on a PC

1. Open Outlook 2002, from the Tools menu select Email Accounts.
2. In the Email Accounts window, click next to Add a new e-mail account. Click Next to continue.

E-mail Accounts
¥ou can change the e-mail accounts and directories that Cutlook uses, 1

E-mail
' ‘add a news e-mail account;

™ Wiew or change existing e-mail accounts

Directory
i~ add a new directary or address book

™ view or change existing directories or address books
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3. Inthe Server Type window, Select POP3 and click on Next.

Server Type
You can choose the tvpe of server vour new e-mail acount will work with, 1

" Microsoft Exchange Server

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

Connect ta a POP3 e-mail server ko download
wour e-mail,

" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize
mailbo: Folders,

i HITP

Conneck bo an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbo: Folders,

" additional Server Types
Conneck o another workgroup or Srd-party mail server,
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4. Inthe Internet Email Settings (POP3) window, you set most of the information required to check your mail.
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e

In the User Information section, use the following:

Your Name: the name that you want to appear on your email

Email Address: the Email Alias or Email/Reply-To Address from your Account Information
In the Server Information section, use the following:

Incoming mail server (POP3): pop.yourdomain.com

Outgoing mail server (SMTP): smtp.yourdomain.com

In the Logon Information section, use the following:

User Name: your E-Mail Account/POP Username from your Account Information
Password: your E-Mail Account/POP Password

Click More Settings and make sure that in the popup window

(see screen capture below) the following settings are clicked:

My outgoing server (SMTP) requires authentication and

Use same settings as my incoming mail server

Click OK to close the popup window and continue.

Internet E-mail Settings {(POP3)

Each of these settings are required to gek wour e-mail account warking. ]
User Information Server Information
Wour Mame: I-.I.-,:,._,r Mame Incoming mail server (POP3): Ipup_yﬂurdﬂmain_mm
E-mail Address: Ijsername@yuurdumain.cnrr Qutgoing mail server (SMTR): Ismtp.yuurdumain.cnm
Logon Information Test Settings
e e - afker filling ouk the information on this screen, we
R Ijsername@ynurdumaln.mrr recommend wou kest vour account by clicking the button
Password: I******** below, (Requires network conneckion)

F Remember passward Tesk Accounk Settings ...

[ Log on using Secure Password

Bukhenticakion (SPA) More Setkings |
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E-mail Accounts

Gereral Cutgoing Server | Ennnectiunl .ﬁ.dvancedl

¥ My outgoing server (SMTP) requires authentication;

i Ilze same setkings as my incoming mail server

- Log on using

Iser [ame: I

Password; I

¥ Remember password

Imi Log an using Secure Password Authentication

" Log on to incoming mail server before sending mail

0k, I Cancel

Click Next to continue

5. Then, click Finish. You're done.

E-mail Accounts

Congratulations!

Wou hawve successfully entered all the information required to setup wour account.

Ta close the wizard, click Finish,



