How to setup a new Email account using when running Microsoft Outlook for the first time.
1.

Qutlook 2003 Startup

Outlook 2003 Startup

Wielcome to the Outlook 2003 Startup wizard, which
will guide you through the process of configuring
Cutlook 2003,
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2. Click on Next.

Account Configuration

X

E-mail Accounts

‘You can configure Outlook to connect 1o a Microsoft Exchange Server, Internet
E-rnail, or other E-rmail server. Would you like to configure an E-mail account?
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3. Select Yes and click on Next

E-mail Accounts

Server Type
You can choose the type of server your nevw e-mail acount will work with.

() Microsoft Exchange Server

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

Connect 1o a POP3 e-mail server to download your e-mail.
(1IMAP

Connect 1o an IMAP e-mail server 1o download e-mail and synchronize mailbox
folders.

(IHTTP
Connect to an HTTP e-mail server such as Hotmail to download e-rmail and
synchronize mailbox folders,

() Additional Server Types
Connect 1o another warkgroup or 3rd-party mail server.
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4. Select Pop3 and click on Next.

E-mail Accounts

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

User Information Server Information

Your Name: |30hn Smith | Incaming mail server (POP3): Imail.craconline. corm |

E-mail Address: éJSmiﬁﬁ@cmchline.cDm | Qutgoing mail server (SMTPY: pnail.crmconline corm |

Logon Information Test Settings

Lser MNarme: ;jsmiﬁﬁ@cmcnnline.cum | after filling out the information on this screen, we
—— - recommend you test your account by clicking the

Password: [ # bk bk ke J button below. (Requires network connection)

Remermber password

[ Test Account Settings ... ]

|:|I=Dg on Using Secure Password
buthentication (SPAY

[ More Settings ...
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5. Enter the settings as above entering your Name, Email Address, User Name & Password
in the above fields. The rest should remain as listed above.

6. Once your screen looks like the above screen, click on the “More Settings” buttion.

Internet E-mail Settings

General |Du1Jg|:|ir‘|g Server | Connection | Advanced |

Mail Account -

Type the name by which you would like to refer o this
account, For exarmple: "Work" ar "Microsoft Mail Server"

rriail.crmconline. com

Other User Infor mation

Organization:

Reply E-mail:

Ok | | Cancel




7. Click on the Outgoing Server tab.

Internet E-mail Settings

| General | Outgoing Server | Connection | Advanced |

[W]#y outgoing server (SMTPY requires authentication:

@gse same =efttings as my incoming mail server

OLDQ of Lsing

Eemember passwiord

Log on using Secure Password Authentication (SPAY

()Log on to incoming rail server before sending mail

Ok | | Cancel

8. Check the box My outgoing server (SMTP) requires authentication. Make sure the Use
same settings as my incoming mail server option is selected as well.



9. Click on the OK buttion.

E-mail Accounts

X

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

User Information Server Information

Your Narme: |_'Iuhn Smith | Incaming mail server (POPIY; ‘mail.cmcc:nline.cnm ‘

E-mail Address: |J5mi'd’|@cmcon|ine.|:u:|m | Outgoing mail server (SMTF): ‘mail.cmcunline.cu:um ‘

Logon Information Test Settings

Lser MNarme: |jsmiﬁ’|@cmcnn|ine.cum | after filling out the information on this screen, we
recammend you test your account by clicking the

Password: Hok ok ko kK | button below. {Requires network connection)

Remermber password
[ Test Account Settings ... ]

|:|I=Dg on Using Secure Password
buthentication (SPAY

[ More Settings ...
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10. Click on the Test Account Settings button to verify everything works.

11. Click on the Next button to complete the setup.

E-mail Accounts

Congratulations!

You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.
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12. Click on Finish to close the dialog
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Welcome to Microsoft Office Outlook 2003
4 Outlook 2003 Team [olteam@microsoft.com]

To:

New Outiook User

([E3

Thank you for using Microsoft® Office Qutlook® 2003! This version of Outlook
includes new capabilities designed fo freln you access, prioritize, and acf on
communications and informafion so that you may use your time more efficiently and more
easily manage the ever-increasing flow of incoming e-mail

To give you some idea of what is possible with Outlook 2003, we have put together a list of
our favorite new features

Streamlined Mail Experience - Outlook helps you read, organize, follow-up, and find e-
mail messages more efficiently than before. The new window layout displays more
information on the screen at one time, even on smaller monitors. The list of messages has
been redesigned to use space more intelligently; as a result, you will spend less time
scroling and more time getting your work done. Automatic grouping of your messages
helps you find and go to e-mail messages anywhers in the list more quickly than before;
you can even move or delete all messages ina group at oncel

Junk E-mail Filter - The new Junk E-mail Filter helps prevent much of the unwanted e-
mail that you receive every day. It uses state-of-the-art technology developed by Microsoft
Research to evaluate whether a message should be treated as junk e-mail based on
several factors, such as the time it was sent and the content of the message. The filter
does not single out any particular sender or type of e-mail; it is based on the content of the
message in general and uses advanced analysis of the structure of the message to
determine the probability that it is junk e-mail. Any message that is caught by the filter is
moved to your Junk E-rail folder, where it can be refrieved or reviewed at 4 later time
You can add e-mail addresses to your Safe Senders List to ensure that messages from
these senders wil never be treated as junk e-mail and block messages from certain e-mail
addresses or domain names by adding the sender to your Blocked Senders List.

13. Your email should now be setup.



