Instructions for setting up email accounts in Microsoft Outlook 2003

To use Outlook 2003 for sending and receiving email, follow the steps below.

Step 1:
Open the program by clicking the Microsoft Outlook 2003 icon located on your computer.
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Step 2:
Click on TOOIS located on the top menu. Scroll down and click on E-mail Accounts...
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Step 3:
select Add a new e-mail account and click Next.

E-mail Accounts | x|

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

E-mail

(%) Add a newe-mail account
" view or chaMge existing e-mail accounts

Directory

{7 add a new directory or address book
{7 View or change existing directories or address books
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Step 4:
You will be prompted to specify the type of mail server you use. Select POP3 and click Next.

-mail Accounts

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

) Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

(%) POP
Connéwt to a POP3 e-mail server to download your e-mail.
) IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

(O HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox falders.

(") Additional Server Types
Connect to another workgroup or 3rd-party mail server.
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Step 5:

Your Name: Enter the display name that other people will see when you send them e-mail. It should usually

be your real name, such as John Doe.
E-mail Address: Enter your full email address for this account.
User Name: Enter your full email address using only lower case letters.

Password: enter the password you chose for this email address using only lower case letters. Check
REMEMBER PASSWORD if you don't want Outlook to ask you for the password each time you check your e-

mail.
Incoming mail server (POP3): eEnter poOp.yoursite.com
Outgoing mail (SMTP) server : enter sSmtp.yoursite.com
Make sure that LOg on using Secure Password Authentication (SPA) is NOT checked.

click More Settings... when finished with this step.
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Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information
Your MName: \John Doe, ODS | Incoming mail server (POP3): \pop.yoursite. corm

E-mail Address: éjnhn@ﬁppﬁm"es.mm | Outgoing mail server (SMTP): iSm‘tp_}fDUrSitE_EDm

ormation ngs
Infi tio Test Setti
User Name: Ej-ohn@happysmiles.mm After filing out the information on this screen, we
==y ' recommend you test your account by dicking the
d test t by dicking th
Password: [Frereeres button below, (Requires network connection)
Remember password
Test Account Settings ... ]

|:| Log an using Secure Password

Authentication (SPA) More Settings
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Step 6:
select the OUtgOINg Server tab. Check the box next to My outgoing server (SMTP) requires
authentication.
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General | Outgoing Server |Cmnecﬁan | Advanoed|

My outgoing server (SMTP) requires authentication

(@) Use same settings as my incoming mail server

(7 Log on using

User Mame: | |

Passward: | |

[¥] remember password

[]Log on using Secure Password Authentication (SPA)

7 Log on to incoming mail server before sending mail
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Step 7:
select the Advanced tab. configure the INCOMINQG and Outgoing ports as follows
then click OK to go back to the main screen and then NeXt.
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| General | Outgeing Server | Connection | Advanced

Server Port Mumbers

Incoming server (POP3): 935 Use Defaults
This server requires an encrypted connection (S5L)

Cutagoing server (SMTP): 455
This server reguires an encrypted connection (S5L)

Server Timeouts
Short ) = Long 1 minute
Delivery

[ Leave a copy of messages on the server

[CIremove from server after | 10 | _]I days

[[1Remove from server when deleted from ‘Deleted Ttems'




Step 8:
click FINish to complete the setup.

Congratulations!

You have successfully entered all the information required to
setup your account.

To dose the wizard, dick Finish.
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#  Need additional help? Please contact [customerservice@team-trading.com]
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