Microsoft Outlook 2002/XP Instructions

Configuring Outlook
Below is the process for adding a new e-mail account to Outlook 2002/XP. Click here to see how
to change an account already entered in Outlook 2002/XP.

In Outlook, click on the "Tools" menu, then click on "E-Mail Accounts..."
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Select "Add a new e-mail account", then click "Next"
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E-mail Accounts
You can 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

(" “iew or change existing directories or address books

Cloze
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Select "POP3" and click "Next"
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Server Type
You can choose the bype of server your new e-mail acount will work, with,

(" Microsoft Exchange Server

Connect ko an Exchanage server to read e-mail, access public Falders, and
share documents.

* POP3

onneck ko a POPS e-mail server to download
our e-mail,

" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize
rnailboy Folders.

[~ HTTP

Connect ko an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox folders,

" Additional Server Types
Connect to another warkgroup ar Srd-party mail server,

< Back | M et = |

Cancel




Enter your name, e-mail address, and mail server information in the spaces provided, then
click "Next".

***Please note: both incoming and outgoing servers should be entered as
"mail.netexpress.net"”
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E-mail Accounts
Internet E-mail Settings (POP3)
Each of these settings are required ko get wour e-mail account working. :
User Information server Information
Your Name: |;|,:,|-,,-, Dioe Incoming mail server (POP3): |mai|.netexpress.net
E'mail F'-ddrESS: |j|:|hn|j|:|e@netexpresslnet ':'Utgl:lirlg IT|E|I| SEMVER |:5MTP:|: |mai|lnetexpresslnet
Logon Information Test Settings
Llser Mame: : After Filling ouk the information on this screen, we
|]':'hnd':'e recommend ywaou tesk your account by clicking the butkon
Passward: |********| below, (Requires network conneckion)
[v Remember password Test Account Setkings ...

[ Log on using Secure Password

Authentication (SP&) e |

¢ Back | MHexst = [:! Cancel |

Click "Finish" to complete the process
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E-mail Accounts

Congratulations! @

ou hawve successfully entered all the information required to setup wour account,

To close the wizard, click Finish,

< Back l Firish ’
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Changing an existing account in Outlook 2002/XP

Click here to view instructions on how to change an existing account in Outlook 2002/XP.



SMTP Authentication

Click the "Tools" menu, then click on "Email Accounts..."
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E-mail Accounts
You can change the e-mail accounts and directaries that Outlook uses,

E-mail
(" Add a new e-mail accounk

{* Yiew or change existing e-mail accounts

Directory
(" &dd a new directory or address boaok

(" Miew or change existing directories or address books
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Select the account you want to edit and click "Change..."
=
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E-mail Accounts
You can select an account and change its settings or remove it,

Cutlook processes e-mail for these accounts in the Following order:

Change...

Marme: | Tvpe
mail. netexpress. nek POPISMTE (Default)
-

Deliver new e-mail ta the Following location:

Personal Folders j Mew Outlook Data File. ..

Remowve
EEr
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Click the "More Settings..." button

E-mail Accounts

Internet E-mail Settings (POP3)

Each of these settings are required ko get wour e-mail account working.
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User Information server Information

Your Name: |;|,:,|-,,-, Dioe Incoming mail server (POP3): |mai|.netexpress.net
E-mail Address: iohndoe@netexpress.net Qutgoing mail server (SMTPY Imail netexpress.net
Logon Information Test Settings

After Filling ouk the information on this screen, we

Lser Mame: ;
- |]Dhnd':'e recommend ywaou tesk your account by clicking the butkon
Passward: |************ below, (Requires network conneckion)

[v Remember passwaord Test Account Settings ... |

[ Log on using Secure Password
Authentication (SPA)

¢ Back | MHest > | Cancel |

Select the "Outgoing Server" tab

Put a check in the box marked "My outgoing server (SMTP) requires authentication”




Select the option marked "Use same settings as my incoming mail server”. Your screen
should now look like this:

Internet E-mail Settings -

Gereral Outgoing Server Eu:nnne::tin:nn] .-’-'-.u:l'-.fann::ed]

[v My outgoing server (SMTR) requires authentication

(¥ se same sektings as my incorming mail server

" Log on using

v

-

(" Log on to incoming mail server befare sending mail

Cancel

Click "OK" on this window.
Click "Next" and then click "Finish" on the "E-mail Accounts"” window.

Outlook is now set up to use SMTP Authentication.



