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Configuring your email client: Outlook 2003

1. Open Outlook 2003.
2. Click the Tools menu, and select E-mail Accounts...

.
@ Inbox - Microsoft Cutlook
! Fle Edit VYiew Go | Tools | Actions  Help
: |j-] Mew - | = '-E x Send/Receive 2 | t
Mail i R 8
Favorite Folders L Address Book...  Crr+shife+B g
[ Inbox % Organize
| Lhvead Mai (71 Rules and Alerts... -
| For Folow Lip :
E Sant Themes Mailbioy Cleanup. .. Ha
&l Mail Falders @ Empty "Deleted Items" Folder
= €5t Personal Folders Forms v
{a] Deleted Items Macra >
L7 Drafts
(2] Inbox Speech
EE Jurk E-mail | E-rnail Accounts..,
(= Qutba
(3 Sent Trems Customize. ..
# [ search Folders Options. .
# £ Google E-mail I
)

3. Select Add a new e-mail account, and click Next.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(#)iadd a new e-mail account!

) view or change existing e-mail accounts

Directory

() Add a new directory or address book,
{3 view or change existing directories or address books
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4. Choose POP3 as your server type by clicking the radio button, and click Next.
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Server Type
¥ou can choose the type of server vour new e-mail acounk will work, with,

(") Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

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

Connect to an IMAP e-mail server bo download e-mail and synchronize mailbos
Folders,

(IHTTP

Connect to an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.

() additional Server Types
Connect to another waorkgroup ar Srd-parky mail server,
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5. Fill'in all necessary fields to include the following information:

User_Information

Your Name: Enter your name as you would like it to appear in the From: field of outgoing
messages.

Email Address: Enter your full email address (username@url.com)

Server Information
Incoming mail server (POP3): mail.primeview.com
Outgoing mail server (SMTP): mail.primeview.com

Login Information
User Name: Enter your email username (including @url.com)
Password: Enter your email password
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Internet E-mail Settings (POP3)
Each of these settings are required bo get wour e-mal sooount working.

User Infornmatisn Server Information
Your Mame: Yon Doe Incoming mail server (POP3): . primervies. com
E-mail Address: | jc@primeyview. com Qutgoing mail server (SMTE):  mal, primeview. com
Logon Infermation Test Settings
Uiser Hame: ponBprimeview. After fillirg out the information on this screen, we
e recommenid you best vour account by choking the

Password: e buttion bedow, (Requines network connection))

[#] remember password .

| Test Account Sattings ... |
[JLog an using Secure Password
| <Back || mest> | | concel |

Click More Settings

Click the Advanced tab

Under Delivery, check “Leave a copy of messages on the server”

If you would like to delete messages from the server click “Remove from server when deleted
from “‘Deleted Items’.
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Internet E-mail Settings

izeneral | Qutgoing Server || Conneckion Advanced

Server Pork Mumbers

Incoming server (POP3): 110] Use Defaults

[ ] This server requires an encrypted connection {5503
Cutgoing server (SMTR): 25
[ ] This server requires an encrypted connection {5500

Server Timeouks

Shart ) Long 1 minuke

Delivery
Leave a copy of messages on the server

[ | Remaowve from server after days

Remove from server when deleted from 'Deleted Ikems'

| Ik | | Cancel

10. Click the Outgoing Server tab.
11. Check the box next to My outgoing server (SMTP) requires authentication and select Use
same settings as my incoming mail server.
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Internet E-mail Settings

izeneral | Outgoing Server | Connection | Advanced

[¥]3y oukgoing server (SMTP requires authenkication:

@ Ise same settings as my incoming mail server
O Log on using

Idser Mame:

Passwiord:

Remember password

Log on using Secure Password Authentication {SPA)

") Log on to incoming mail server before sending mail

Ok H Cancel ]

12. Click OK.

13. Click Test Account Settings... After receiving Congratulations! All tests completed
successfully, click Close.

14. Click Next, and then click Finish.

If you can't find your answer by searching or browsing our Help Center, please contact us.
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