
Outlook Tutorials Affordable Windows 2003 Web Hosting ASP ASP.N... http://www.1planhost.com/support/s_outlook02.asp

1 of 6 10/31/2006 11:23 AM

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.

Choose Email Accounts from the Tools menu. 

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.

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.
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"Great service and probably the 
best support I've ever gotten 

"Very fast, professional, and 
accommodating support team. 

Great features and price."



Outlook Tutorials Affordable Windows 2003 Web Hosting ASP ASP.N... http://www.1planhost.com/support/s_outlook02.asp

2 of 6 10/31/2006 11:23 AM

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

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.
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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.

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

The Email Accounts window will open where will select "view of change existing e-mail accounts" and
then click Next.
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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.

 



Outlook Tutorials Affordable Windows 2003 Web Hosting ASP ASP.N... http://www.1planhost.com/support/s_outlook02.asp

6 of 6 10/31/2006 11:23 AM

 

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
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