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Setting up Outlook 2003
To configure email accounts in Outlook 2003 please follow these simple 5 step instructions

Step 1

Go to the top menu ‘tools’ and click on the link ‘Email accounts...”.
You will be presented with a screen similar to:

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

) view or change existing e-mail accounts

Directory

{3 Add a new directory or address book
() iew or change existing directaries or address books
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Step 2

Select the connection you wish to make. If you are wanting to download mail directly from our

server then select the ‘POP3’ option.

E-mail Accounts

Server Type
You can choose the bvpe of server your new e-mail acount will work, with,

") Microsoft Exchange Server

Conneck o an Exchange server ko read e-mail, access public Folders, and share
documents,

() POP3
Conneck ko a POP3 e-mail server bo download wour e-mail.
) IMaAP

Conneck ko an IMAP e-mail server bo download e-mail and synchronize mailbos:
folders,

{IHTTP

Conneck ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

) additional Server Types
Conneck ko anokher warkaroup or 3rd-party mail server,
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Step 3
Enter the following details:

- Your name

- Email Address (if you have created a mailbox called ‘john’ then your email address will be
‘jlohn@yourdomain.co.uk’. This is the address that any recipients will see and reply to.

- Incoming mail (Check your control panel)

- Outgoing (either use the one supplied by your ISP or consult your hosting control panel)

- Username (as shown in your control panel based on your mailbox name and account name)

- Password (this is the password you entered when the mailbox was created)

E-mail Accounts @

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

User Information Server Information

Y¥our Marne: |M,ﬁf T | Incoming mail server (POP3Y | mail interdns. co. Uk ' |

E-rnail &ddress: |name@mydumain.cn.uk | Oukgaing mail server (SMTP: élsmtp.interdns.cu:u.uk |

Logon Information Test Settings

Lser Marne: Iname@accnuntname | After filling out the information on this screen, we
e ' recommend you test your account by clicking the

Password: l******* | button below, (Requires network connection)

Remember passwaord

[ Test Account Settings ... ]

|:| Log an using Secure Password

Authenticakion (SPA) Mare Setkings
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Step 4

If you intend to use our SMTP service for sending emails, ie you didn’t enter your ISPs SMTP address
in the previous step, then please ensure you click on the ‘More Settings’ button as seen in the
screenshot above. Ensure that the settings are as shown below.

Internet E-mail Settings

| zeneral | Cubgoing Server ICDnnectiDn | Advanced |

My oukgaoing server (SMTP) requires authentication

G} Iz same settings as my incoming mail server

{:!' Log on using

(" Log on ko incoming mail server before sending mail
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Step 5
Your basic setup is now complete. If you wish to alter any of these please refer to ‘Step 1’ and

instead of adding a new account select the option to ‘view or change an existing email account’.

E-mail Accounts

Congratulations!

Yau have successfully entered all the infarmation required ko
setup wour account,

To close the wizard, click Finish,
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