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Configuring Outlook ® 2002 / XP
Outlook® 2002 / XP is an e-mail application that is an upgrade of Outlook 97 or 2000.
To add an e-mail account to Outlook 2002 / XP:
Start Outlook 2002 / XP. (o) hly W
Choose Email Accounts from the Tools menu. _$ 25
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The Email Accounts window will open where you can edit an existing account or add a new account. First
we will go through adding a new e-mail account to Outlook and then we will go through editing and existing
account that you have already setup in Outlook 2002 / XP.
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E-miail Accounts ace
You can change the e-mail accounts and directories that Cutlook uses, : e

E-mail
% add a new e-mail account

™ Miew o change existing e-mail accounts

]

Directory
™ add a new directory or address book

™ Wiew or change existing directories or address books

¢ Back I Mext » ] Cloze

Select "Add a new e-mail account" and click Next and you will go to the next section where you will select
the Server Type.

E-rmail Accounts @D

Server Type
You can choose the bype of server your new e-mail acount 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
Conneck to a POP3 e-mail server to download
wour e-mail,

" IMAP
Conneck to an IMAP e-mail server to download e-mail and svnchronize
railboz Folders,

" HTTP
Conneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect to another warkgroup or 3rd-parky mail server,

< Back | Mext = | Cancel | G

As shown above you will need to select POP3 as the server type and then click Next. You will then be take
to the section where you enter the settings for your account

¥

E-mail Accounts @D
Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account waorking, ]

User Information Server Information
Your Mame: |"|"Dur Mame Incomning mail server (POP3): |mai|.y0urdnmain.cam
E-mail Address: |user@yu:uurdu:umain.com Cukgoing mail server (SMTR: |mai|.~,.ﬂ:uuru:|u:umain.cu:um
Logon Information Test Settings
lEerame: : After Filling out the infarmation on this screen, we

|user@yuurdumaln.cnm recommend you test your account by clicking the button
Passwoard: |******** below, {Requires network connection)

I? Remember passwgrd Tesk Accounk Settings o |
[ Log on using Secure Passwaord

Authentication (3PA) e
< Back | Meut = | Cancel |

As shown above, enter your name as you want it to appear in e-mails. Enter the e-mail address you want to
add, in the form of user@yourdomain.com

Incoming mail (POP3): mail.yourdomain.com (ex. if your domain is michelle.com, enter
mail.michelle.com)

Outgoing mail (SMTP): mail.yourdomain.com (ex. if your domain is michelle.com, enter
mail.michelle.com)

Remember, customers that are using internet providers such as Mindspring, UUnet and Prodigy must use
their provider's outgoing mail server. There may be other ISP's that require users to use their local SMTP
servers as well. Please contact them for more information.

After entering the incoming and outgoing mail server information you will need to enter the Logon
Information. The User Name will be in the format user@yourdomain.com and then enter your account
password. Once you have this information done then you need to click on the "More Settings" button on the
right and a new window will open. When that window opens you need to click on the Outgoing Server tab
as show below.

Internet E-rail Settings zIL)
[ . |
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General  Outgoing Server | Ennnectinn]

[v My outgoing server (SMTP) requires

{* Logon using

(" Use same sethings a5 my incoming mail server

Advanced ]

authentication

User Name: |user@vnurdu:|

IMain, com

Password: |********

v Remerber password

[ Log on using Secure Password Authentication

(" Log on ko incoring mail server before sending mai

(] 4 | Cancel
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Check the box that says "My outgoing server (SMTP) requires authentication" and then select "Log on
using" and then enter your user name and password. This is the same username and password that you

entered on the previous page.

DO NOT check the box for "Use the same settings as my incoming mail server" and DO NOT check the
box "Log on using Secure Password Authentication”

Now you click Ok and it takes you back to the settings screen. On the settings window click Next and you

are done.

e

E-mail Accounts
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Internet E-mail Settings {POP3)

User Information

Each of these settings are required to get wour e-mail account warking.

Server Information

<

Your Mame: |"|"c||_|r Rarne

Incoming mail server (POP3: |mai|.ynurdnmain.cum

E-mail Address:  iser@yourdomain. com

Logon Information

Test Settings

Iser Mame: |user@yu:uurdu:umain.com

after filling out the information on this screen, we

Cukgoing mail server (SMTP: |mai|.y|:|urdl:|main.cl:|m

recammend vou test vour account by clicking the button

Password: |********

Iv Remember passward

[ Log on using Secure Passward
Authentication (SPA)

below, (Requires network connection)

Test dccounk Setkings ... |

More Settings ...

¢ Back | et = |

Cancel |

After you click Next you will see the screen below and can go ahead and click Finish.
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Congratulations!

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

To close the wizard, click Finish.

| Finizh | \

If you want to add another e-mail account to Outlook 2002 / XP, repeat the above procedure.

Editing and Existing Account

If you want to edit an existing account then choose Email Accounts from the Tools menu.
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The Email Accounts window will open where will select "view of change existing e-mail accounts" and
then click Next.

L4

E-mail Accounts =L

E-mail Accounts
‘fou can change the e-mail accounts and directaries thak Qutlook uses, !

E-miail
" add a new e-mail account

(* \iew or change existing e-mail accounts

Directory
" add a new directory or address book,

" ¥iew or change existing directories or address books
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As shown below you will see a list of all email accounts that you have setup in Outlook 2002 / XP. You may
only have one as shown or you may have several.

Select the account you want to edit and then click on Change. The e-mail settings window will then pop up
and you can make any changes you need to the account settings.

Once you have made the changes click Next and then Finish and you are all done with editing your
account.
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Account Management
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1PlanHost provides affordable Windows 2003 ASP, ASP.NET and
FrontPage Web Hosting solutions for thousands of companies and
non-profit organizations worldwide. With our Windows 2003 hosting 100%
Uptime and 45 Day Full Money Back Guarantee, it is hard to beat us in
terms of reliability and value. Since 1996 our commitment has been to
provide customers with the most reliable servers and outstanding support.
Sign up now to begin your positive Windows 2003 web hosting experience
with 1PlanHost.com An innovative Windows 2003 Resellers Web Hosting

Program is also available. We are looking forward to serving you!

Darrell Williams

Customer Care HelpDesk

Getting Started Tutorial Control Panel Tutorials
FrontPage Tutorials FTP Tutorials

Database Tutorials Ecommerce Tutorials
Frequent Asked Questions Complete List of FAQ
Update Account Info Form Cancel Hosting Account

Renewing Existing Services
Renew Web Hosting Account Renew SQL Database

Adding New Services
Order Web Hosting Account

Add 1000 MB to Account Order SQL 2000 Database

Add 50 MB to SOL 2000

Windows 2003 Hosting Home | Windows 2003 Web Hosting Plan | Domain Registration

Web Site Design and Development | Search Engine Marketing | Customer Care
Hosting Tutorials | F.A.Q. | Support HelpDesk | Windows 2003 Hosting Site Map

Web Hosting Terms Of Service | Privacy Policy

1996 - 2006 1PlanHost.com
Reliable and Affordable Windows 2003 Web Hosting

http://www.1planhost.com/support/s_outlook02.asp

10/31/2006 11:23 AM



