>>> Qutlook XP
The following instructions cover typical usage of Outlook for XP and assume the software has been installed correctly on
your system.

Click on the [Start] button and select [Email].

*NOTE: If you don't see have Outlook XP set as your default email client, you will need to open it from [Start], [All
Programs].

=+ Step 1. Click on [Tools] and select [E-mail Accounts].
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= Step 2. Select [Add a new e-mail account].



'E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Outlook uses.

E-mail
{* Add a new e-mail account

™ View or change existing e-mail accounts

Directory

" add a new directory or address book

™ view or change existing directories or address books
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-+ Step 3. Select [POP3].
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Server Type
You can choose the type of server your new e-mail acount will work with.

" Microsoft Exchange Server
Connect to an Exchanoe server to read e-mail, access public folders, and
chare documents.

* pop3

Connect to a POP 3 e-mail server to download
your e-mail.

" IMAP

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

" HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

" Additional Server Types
Connect to another workagroup or 3rd-party mail server.
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=+ Step 4.



In the field labeled [Your Name:], type in the name you wish to appear on your outgoing email messages.
In the field labeled [E-mail Address], type your your email address. username@domain.com

In the field labeled [Incoming mail server (POP3):], type "mail.yourdomain.com”

In the field labeled [Outgoing mail server (SMTP):], ask your ISP for outgoing mail server

In the [User Name:] field, enter username@domain.com

In the [Password:] field, enter your password. If you'd like Outlook to remember your password, check
[Rememebr password]
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Internet E-mail Settings (POP3)
Each of these settings are reguired to get your e-mail account working. :

User Information Server Information

Yaur Name: i Full Name Incoming mail server (FOP3): I mail.yourdomain.com
E-mail Address: |username@yourdomain.com  Qutgoing mail server (SMTPY: sk your isp for smip server

Logon Information Test Settings

After filing out the information on this screen; we

User Mame: e@you i
Iummam FEOMERN, 00 recommend you test yvour account by dicking the button
Passward: imtmtl below. (Reguires network connection)
¥ Remember password Test Account Settings ...
W Log on using Secure Password
Authentication (SPA) P |
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=+ Step 5. Click [Finish].






