Setup: Outlook 2002

1. To set up an email account in Outlook 2002, first open it by double-clicking
on the Outlook icon on your Desktop. Note: If no icon exists locate Outlook
in your "Start” menu.

2. A setup wizard screen may pop-up. Otherwise, choose Tools = Email
Accounts
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3. Choose Add a new e-mail account, then click Next.



E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Qutlook uses, ]

E-mail

i+ add a new e-mail account

" View or change existing e-mail accounts

Directory
" Add a new directory or address book

" Wiew or change existing directories or address books

:

MHest > Cloze

Choose POP3. Then click Next.
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Server Type
¥ou can choose the type of server your new e-mail acount will work, with, ]

(" Microsoft Exchange Server

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

Connect to a POP3 e-mail server ko download
wour e-mail,

" IMAP

Zonnect 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 | MHewt » | Cancel

Enter Your Name, E-mail Address, Incoming mail server, Outgoing
mail server, User Name and Password like the example below. Then click



Next.
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Internet E-mail Settings (POP3)

Each aof these settings are required ta get your e-mail account working, :
User Information Server Information
Your Marne: |Jane Doe Incoming mail server (POP3): |mail.allwest.net
E-mnail Address: |janedue@allwest.net Oukgoing mail server (SMTP): |mail.allwest.net
Logon Information Test Settings
Llser Mame: ; after filling out the information on this screen, we
= |]aneu:||:|e recammend yau kest wour accounk by clicking the butkan
Passwiord: |****** below, (Requires network conneckion)

[ Eemember FIEISSWDI’EE Tesk Accounk Setkings ...

[ Log on using Secure Password

Authentication (SPA) More Settings |
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6. You are finished. Click Finish.
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Congratulations! @

¥ou have successfully entered all the information required to setup your accounk,

To close the wizard, click Finish,




7. You may now check your mail by clicking on the Send/Receive button in
the main Outlook window.



