Outlook 2003

Click on Tool>Email accounts
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Select View or change existing email accounts.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

There are no items to show in this view,

E-mail

(O Add a new e-mail account

Directory

(O Add a new directory or address book
() View or change existing directories or address books
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Select your account and choose change which should bring you to a screen similar to this.
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E-mail Address: |youremai|@isp.ca| I Qutgoing mail server (SMTP): Ismtp.isp.ca |
Logon Information Test Settings
User Name: |youremail I After filing out the information on this screen, we
recommend you test your account by clicking the
Password: I**** I button below. {Requires network connection)
Remember password
[ Test Account Settings ... ]
[:] Log on using Secure Password
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Change the following:
Username to be your full email address
Incoming and outgoing server should be: mail.{yourdomain}.ca/com etc

For instance if you have an @isp.ca email address you would change it to mail.isp.ca
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E-mail Accounts

Internet E-mail Settings {(POP3)

Each of these settings are required to get your e-mail account working.

There are no items to show in this view.

User Information

Your Name: IVOU" name]

E'mail Address: |y0uremail@isp'ca

Logon Information

User Name: Iyouremail@isp.ca

Password: [*m*

Remember password

|:] Log on using Secure Password
Authentication {SPA)

Server Information

Incoming mail server (POP3): Imail.isp.ca |

Outgoing mail server (SMTP): |mai|.isp.ca |

Test Settings

After filling out the information on this screen, we
recommend you test your account by clicking the
button below. (Requires network connection)

[ Test Account Settings ... }

More Settings ...
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Select More settings then on the outgoing server tab make sure a check is on My outgoing server requires

authentication and also select Use same settings as my incoming mail server.
i) Inbox - Microsoft Outlook

Favorite Folders
(3 Inbox
L Unread Mad

L For Follow LUp
L= sent Ttems

L]
1]+

AT

=) €4F Personal Folders

&) Deleted Items
[7) Drafts
[ nbox
L@ Junk E-mail
(3 Outbox
[a Sent Items

# [ Search Folders

All Mail Folders .

0| 8/From

48 Type a contact to find

| Subject

There are no items to show in this view,
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Each of these settings are required to get your e-mail account working, [\\_
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My outgoing server (SMTP) requires authentication

(O Log on using

User Name:

Password:
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Log on using Secure Password Authentication (SPA)
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Click on next then finish and you should be all set to use the new mail server!



