Instructions for setting up email accounts in Microsoft Outlook 2000

To use Outlook 2000 for sending and receiving email, follow the steps below.

Step 1:
Open the program by clicking the Microsoft Outlook 2000 icon located on your computer.
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Step 2:
Click TOOIS located on the top menu. Scroll down and click Accounts.
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Step 3:

Click the Add button and select the Mail option. The Internet connection wizard will open.
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Step 4:

Enter how you would like your name to appear on outgoing messages. Then click Next.
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Your Hame

“w'hen you zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your hame as vou wauld like it ta appear.

Dizplay name: “our Mame Here

For example; John Smith
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Step 5:
Enter your email address for this account. Then click NeXt.
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Internet E-mail Address

“'our e-mail addrezs iz the address other people uze to zend e-mail meszages to pou.

E-mail addresz: yourname@yourdomain. com

For example: zomeonel@microzoft. com
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Step 6:

select POP3 as your Incoming mail server. Next, enter POp.yoursite.com as your Incoming
mail server and enter SMtp.yoursite.com as your Outgoing mail (SMTP) server name in
both input fields. Then click NEXT.
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E-mail Server Names

by incoming mail zerver iz a IF'I:IF"S "I TEIVET.

Incaming mail [POP3 ar IMAP] zerver:

| pop.yoursite.com

An SMTP zerver ig the zerver that iz used for your outgoing e-mail.

Dutgaing mail [SMTF) server:

[smtp. yoursite. com
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Step 7:
Enter your full email address as your ACCOUNt Name (use only lower case letters). Then enter your password (use

only lower case letters) and check the REMEMBER PASSWORD box. Then click NEXT.
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Internet M ail Logon

Type the account name and pazzword your Internet zervice provider has given you,

Account name; | yourname @yourdomain, com

Ixxxxxxxxx

Pazzword:
¥ Remember pazsword
|f wour |nternet zervice provider requires you to use Secure Password Authentication

[SP&] to access vour mail account, select the 'Log On Using Secure Password
Althentication [SPA] check bo,

[ Log on using Secure Password Authentication [SP4)
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Step 8:

Select the option which matches your Internet connection type. This is typically "phone line" for Dial-Up and "LAN" for DSL.
Then click NeXt.
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[f you already have an account with an [nternet service provider and have obtained all
the neceszany connection information, You can connect to your account Wsing your
phone line. If pou are connected to a local area network, [LAMN] that iz connected to the
[nternet, you can access the [nternet over the LARN.

YW'hich method do pou want to uze to connect to the Intermnet?

™ Connect using my phone line
* Connect using my local area network [L&M]

€7 | will establish my Internet connection manually

< Back I NE:-:t[TE I Cancel Help

Step 9:
Click the Finish button to complete the setup.
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Congratulations

You have successfully entered all of the information reguired to set up your account.

To zave these settings, click Finish.
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# Need additional help? Please contact [customerservice @team-trading.com]
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