arrowhead >> Adding a new account to Outlook 2003.doc

Adding a new account to Outlook 2003.
Starting the process.

Select Tools > E-mail Accountsfrom the main menu.
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Adding a new account.

Choose Add a new e-mail account & click Next.
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Choose account type.

Y ou should normally choose POP3 as your server type. Y our other valid option is
IMAP. If you would like to use IMAP as your server type please refer to the IMAP
setup guide.
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Your Server Information :
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Internet E-mail Settings (POPs)
Each of thess settings are reguired to get wour e-ma | aocoont waorking
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Incoming mail server (POP3) is pop.theinternet.org.uk
Outgoing mail server (SMTP) is smtp.theinternet.org.uk

Your User Information : E-mail Address & Logon Information : User Name are the
same, your full email address.

Please be careful when entering your password in the Passwor d text box, asyou
cannot see the characters that you are typing. Check that thereisatick in the
Remember Password check box.

After entering thisinformation, please click M ore Settings...
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On the General tab you can rename the account to anything that identifies this as your
Domain Email Account, you can leave it as pop.theinternet.org.uk if you like.

In the or ganisation box you can enter your organisation name, please leave the reply

e-mail box clear. Now click on the Outgoing Server tab.
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Security.

For your security, & to stop spammers using your account, put a check inthe My
outgoing server (SMTP) requires authentication check box.

Click OK to go back to the Internet Settings dialog box.
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Internet E-mail Settings (POPrE)

Each of thess settings are reguired to get wour e-ma | aocoont waorking
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If you have an active Internet connection, you can test your settings by clicking the
Test Account Settings... button. Otherwise click Next.

Account Settings Test.

Tesk Account Setbings
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Y ou should have Green Ticks, if not you will need to double check your entriesin
the previous dialogs. Click Close when finished & click Next in the Accounts screen.

Finish.

Cin e astuil ntions!

You hewe successfulby enterad ll the infomation required o
ssbp ol Acoount.

Tochss the weard, dick Firish,

Click Finish. You have successfully completed the process.
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