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Webmail — E-mail Client Set up — Microsoft Outlook 2003

The following instructions cover typical usage of Microsoft Outlook 2003 and assume the software has been
installed correctly on your system.

Note: The instructions below are only for individuals with a direct Internet connection by modem or network.
If you are behind a firewall or proxy server, these instructions may not work. Consult your business’ network
administrator for more information.

For more information on Microsoft Outlook 2003’s advanced options, see the software documentation.

Use the following instructions to configure Microsoft Outlook 2003:

1. Open Outlook 2003.
2. From the Tools menu, select E-mail Accounts.
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3. Select Add a new e-mail account, and then click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

& Add a new e-mail account
) Wiew or change existing e-mail accounts

Directory

2y add a new directory or address book
() View or change existing directories or address books
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4. Onthe Server Type screen, select POP3, and then click Next.



E-mail Accounts

Server Type
You can choose the bype of server your new e-mail account will wark with,

(") Microsoft Exchange Server

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

& POP3
Connect to a POP3 e-mail server to download your e-mail,
O IMAP

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

CIHTTP

Connect ko an HTTFP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

() additional Server Types
Connect to another workgroup or 3rd-party mail server,
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5. On the Internet E-mail Settings (POP3) page, you will need to complete the following information:

Your Name: Enter your name, for example Jill Doe.

E-mail Address: Enter your email address, for example jdoe@domain.com.
User Name: Enter your email user name, for example jdoe@domain.com.
Password: Enter your password

Incoming mail server (POP3): Enter pop.domain.com.

Outgoing mail server (SMTP): Enter smtp.domain.com.

6. When each of the six fields have been completed, click the More Settings... button.

E-mail Accounts m]

Internet E-mail Settings (POP3)
Each of these settings are required ko get your e-mail account working,

User Information Server Information

four ame: (3l poe Incoming mil server (POP3): | pop domain, com

E-mall Address: [idn | Dutgaing mal server (SMTPY: |

Logon Information Test Settings

User Name: i.]:c.loé@c.l.oma.ia.com After filing out the information on this screen, we
* recommend you best your account by dicking the

Password: i*********** | button below. (Requires network connection)

Remember password
Test Account Settings ...

D Log on using Secure Password
Authentication (SPA)
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7. Select the Outgoing Server tab, and then select the My outgoing server (SMTP) requires
authentication checkbox. Be sure the Use same settings as my incoming mail server radio button is
checked.
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Server Pork Mumbers

Incoming server (POP3): | ! Use Defaults

[1This server requires an encrypted connection (5500
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Cukgoing server (SMTP): i 25
[ This server requires an encrypted connection (5500

Server Timeouks

Short =0 Long 1 minukte

Delivery

[(JLeave a copy of messages on the server
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8. Select the Advanced tab. In the ‘Server port numbers’ section, change the value in the Outgoing server
(SMTP) field to 587. Click OK.

Internet E-mail Settings f'5_<|

| General | Oukgoing Server | Connection | Advanced |

Server Port Mumbers

Incoming server (POPEY | 110 | Ise Defaulks

[] This server requires an encrypted connection {S5L)
Cukbgoing server (SMTP): | 557] |
[] This server requires an encrypted connection {S5L)

Server Timeouts

Short ~ 37— Long 1 minute

Delivery

[Leave a copy of messages on the server
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9. Click the Test Account Settings ... button to ensure your settings are correct.
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Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working,

User Information Server Information

Your Mame: |:'I_illll_l;)_oe | Incoming mail server (POP3): |p_,:,_p iom_alg_cc_um |
E-mail Address: hq'ie@?main'wm | Outgaing mail server (SMTP): E@W|
Logon Information Test Settings

User Mame: Edﬁd-ﬁn.com | After filing out the information on this screen, we

recommend wou kest your account by clicking the
button below, (Requires network connection)

Remember passward
Test &ccounk Setkings ...

D Log on using Secure Password

Authentication (SPA) Mare Settings

Password: i****w*
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10. If the account testing completed without problems, the Congratulations screen appears.
11. Click Finish

E-mail Accounts

Congratulations!

You have successfully entered all the information reguired bo
setup your account,

To close the wizard, dlick Finish,

Note: If you receive any ‘failed’ messages, you will need to click the Back button and re-check your
settings. For all customers migrated to Webmail, the migration script does not change a pre-
existing DNS record, so it must be edited manually. When a pre-existing record exists, use
mymail.myregisteredsite.com.
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