Outlook 2003 POP3 account setup procedure

Step 1:

From the "Tools" menu, select "Email Accounts"
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Step 2:

2A: If you are modifying an existing account you must select the account in the list and then choose

“Change”

E-mail Accounts

E-mail Accounts =
You can select sn sccount snd change its settings or remove it l

Cutlook processes e-mal fior these accounts in the Following order:
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2B: If you are adding a new account, select "Add a new email account”, and click "Next" .
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses. <
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Step 3:

Select "POP3", and click "Next". Note that we also support IMAP connections, but this tutorial is for POP3.
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You can choose the type of server your new e-mail account will work with.
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() Microsoft Exchange Server
| Connect to an Exchange server to read e-mail, access public folders, and share
documents.
@ PoP3
nect to a POP3 e-mail server to download your e-mail.
O 1mar
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
I folders.
q O HTTP
g Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.
() Additional Server Types
Connect to another workgroup or 3rd-party mail server.
I
[ <Back || mext> | [ concel

0 Ttems.

Step 3:

All text boxes on this screen must be completed.
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Internet E-mail Settings (POP3) o
Each of these settings are required to get your e-mail account working.
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E-mail Address: |pemith@abe.com Outgoing mail server (SMTP):
Logon Information Test Settings
[ User Name: bsmith@sbc, com| I Arter filing out the information on this screen, we
4 recommend you test your account by dlicking the
G Password: B button below. (Requires network connection)

password
Test Account Settings ...

[]Leg on using Secure Password

Authentication (SPA) More Settings .
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Your Name: Enter the name you want displayed with your emails.
Email Address: A valid email address on your domain.

POP3 Server: The format is "mail. or pop3." + your domain (ie: "mail.abc.com™ ).
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SMTP Server: The format is "mail. or smtp." + your domain (ie: "mail.abc.com™).



5. User name: Your user name is your full email address (ie: "bsmith@abc.com™ ).

After completing the boxes, click "More Settings".

Choose next to complete and save your settings.



