Setting up email in outlook

Setup based on outlook 2003.

1. Open Outlook and select the “Tools” Menu and then select “Email Accounts”.
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This wizard will allow you to change the e-mail
accounts and directories that Qutlook uses.

E-mail

(%) Add a new e-mail account
() view or change existing e-mail accounts

Directory

() Add a new directory or address book
{7 View or change existing directories or address books
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3. Select “POP 3 Account”

E-mail Accounts

E

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

() Microsoft Exchange Server

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

%) POP3
Connect 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.

I HTTP

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,
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4. Fill in Your name, email address, user name and password
User Name is your email address without the TLD (.co.uk/.com etc)
Pop & SMTP Server is: mail.scarycow.co.uk

E-mail Accounts El

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

User Information server Information

Your Name: |Y0ur Mame | Incoming mail server (POP3): imail.scary’co'ﬁ'.cn.uk |
E-mail Address: |web@domain.com | Outgoing mail server (SMTP): imail.scarycow.cn.uk |
Logon Information Test Settings

After filing out the information on this screen, we
recommend you test your account by diding the
Password; |°==t====*==-= | button below. (Reguires network connection)

User Name: t‘NEb@dDmain

Remember password
I_ Test Account Settings ... ]

|:| Log on using Secure Password

authentication (SPA) More Settings
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Click on the “More Settings” Button and open the “Outgoing Server” Tab
Tick the “My Outgoing Server Requires Authentication” checkbox and ensure
that the radio button for “Use same settings as my incoming mail” is checked.

Internet E-mail Settings

General | Dutgoing Server ECnnnecﬁon || Advanced |

My outgaing server (SMTF) reguires authentication

@ |Ise same settings as my incoming mail server

() Log on using

") Log on to incoming mail server before sending mail
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Press OK.
6. Press Next, then finish.



