How to setup your E-maill in
Outlook 2003 and Outlook Express
For

CIHSS Staff
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From inside Microsoft Outlook, from the menus across the top
Click on ‘Tools’ .

From the drop-down window click on ‘E-mail Accounts...".



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

" iews or change existing e-mail accounts

Directory

{1 Add a new directory or address book
{3 Wiew or change existing directories or address books

< Back. L Mext = ] [ Close

Select the radio button nextto “Add a new e-mail account”.
Click on the “Next >“ button.



E-mail Accounts

E-miail Accounts
You can seleck an account and change its settings or remove ik,

Cutlook processes e-mail For these accounts in the Following order:

X

Mame Type Change...
incoming. verizon, nek POPRISMTP (Defaulk)
Set as Default
Mave Up
Mowe Dowen
Deliver new e-mail ko the Following location;
Personal Folders v | [ Hew outlook Data Fie. .
« Back ” Finish l [ Cancel

Click on the “Add...” button.




E-mail Accounts

Server Type
¥ou can choose the bype of server wour new e-mail accaunt will warlk, wikh,

") Microsoft Exchange Server

Connect to an Exchange server ko read e-mail, access public folders, and share
docurnents,

*) POP3
Connect to a POP3 e-mail server to download yaur e-mail,
(O IMap

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

{IHTTP

Zonneck ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders.

() additional Server Types
Connect to anather waorkgroup or Srd-party mail server.

X

< Back ” Mext = ][ Cancel

Select the radio button next to “POP3".

Click on the “Next >” button.




X

E-mail Accounts

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

User Information Server Information

Your Marme: Iahn Smith Incoming mail server (POP3) | pop, mpowercom. net

E-mail Address: jsmithi@cihssinc.org Cukgaing mail server (SMTPY: smkp. mpowercom. net

Logon Information Teskt Settings

User Marne: jsmithi@cihssinc.org After filling out the information on this screen, we

recommend you kesk yvour account by clicking the

Password: bk button belove. (Requires nebwork connection)

Remember password

Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication (SPA) Mare Setkings

< Back ” Mext = ][ Cancel

In the box next to “Your Name:’ enter your name (John Smith).

In the box next to ‘E-mail Address:” enter your full e-mail address (jsmith@cihssinc.orq).

In the box next to ‘Incoming mail server (POP3):” enter this pop.mpowercom.net.
In the box next to ‘Outgoing mail server (SMTP):" enter this smtp.mpowercom.net.

In the box next to ‘User Name:’ enter your full e-mail address (jsmith@cihssinc.orq).

In the box next to ‘Password:’ enter the password that was provided to you.

If you want to enter your password to get your new mail, uncheck the box next to ‘Remember
password’

Click on the ‘Next >’ button.
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E-mail Accounts

E-mail Accounts
You can select an account and change its sektings or remove it,

Cutlook processes e-mail for these accounts in the Following order:

Marme Tvpe

incoming. Yerizon, net PORSMTP (Defaulk)
pop. fpowercom, nek PORSMTP

Deliver new e-mail ko the Fallowing location:

Personal Folders b | [ Mew Cutlook Data Fils.., ]

Chanae. ..

Remove
Set as Defaulk

Mowe Lp

el

Mowe Down

< Back

|l Finish

l [ Cancel

X

You should see under the ‘Name’ column a listing for ‘pop.mpowercom.net’.

Click on the ‘Finish’ button.




If you uncheck the checkbox next to ‘Remember password’, you will see the following screen.

Enter Network Password E'

\\j@ Please type your user name and password,
=

Server | pOp. MpoWErcom, ek |

User Mame: |jsmith@cihssinc.urg |

Passwiord; | |

[ ]5ave this password in your password list

8] 4 l [ Cancel ]




Outlook Express
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From inside Microsoft Outlook Express, from the menus across the top.
Click on ‘Tools’ .

From the drop-down window click on ‘Accounts...".



Internet Accounts

Al M ail | Mews | Directory Service |

Account Type Connection

Remove
Propertiez

Set az Default

Ewport...

Set Order...

Cloze

Click on the ‘Mail’ tab
Click on the ‘Add’ button

Internet Accounts

All M il | I ez || Drirechany Sewin:e|

Account

rail. ..
Mews, ..
Type Connection Femove Directory Service. ..
Fropertiez

Cloze

Set az Default

[mpart...

Ewport...

Set Order...

Click on ‘Mail...” from the popup menu.



Internet Connection Wizard

Your Hame

YW'hen you zend e-mail, your name will appear in the From field of the outgoing mezzage.
Tuope your name az you would like it to appear.

Dizplay name: Jaohn Smith

For example: John Smith

Mesxt » ][ Cancel

X

In the box next to ‘Display name:’ type your full name (John Smith).
Click on the ‘Next >’ button.




Internet Connection Wizard

X]

Internet E-mail Address

Y'our e-mail addrezs iz the address other people use to zend e-mail meszages to you,

E-mail address: jemithi@cihszine. ong

For example; someone@microsaft, com

< Back ” MHext » l[ Cancel

In the box next to ‘E-mail address:’ type your e-mail address (jsmith@cihssinc.org).
Click on the ‘Next >’ button.
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X

Internet Connection Wizard

E-mail Server Hames

by incoming mall server iz a | POP3 W | ZEIVEL

Inzoming mail [POP3, IMAP or HT TP) server:

POp. MPOWETSON. Het

An SMTP zerver iz the zerver that iz used for your outgoing e-mail.

Dutgoing mail [SMTP) server:

smtp.mpowercam. net

[ < Back ” Mext = ][ Cancel ]

In the box below ‘Incoming mail (POP3, IMAP or HTTP) server:’ type ‘pop.mpowercom.net’
In the box below ‘Outgoing mail (SMTP) server:’ type ‘smtp.mpowercom.net’

Click on the ‘Next >’ button.



x]

Internet Connection Wizard

Internet Mail Logon

Type the account name and pagzward vour [nternet zervice provider has given pou.

Account name; | jEmith(@cihazine. org |

Paszward: | |

[ ] Remember paszword

[f your Internet zervice provider requires vou to use Secure Pazsword Authentication
[SPA] to access your mail account, select the 'Log On Uzing Secure Password
Authentication [SPA)' check box.

[ ] Log on using Secure Password Authentication [SP4)

< Back ” MHext » ][ Cancel

In the box next to ‘Account name:’ enter your full e-mail address (jsmith@cihssinc.orq).
In the box next to ‘Password:’” enter the password that was provided to you.

If you want to enter your password to get your new mail, uncheck the box next to ‘Remember
password’

Click on the ‘Next >’ button.
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Internet Connection Wizard

Congratulations

Y'ou have successfully entered all of the information required to zet up pour account,

To zave these settingz, click Finish.

X]

< Back ” Finizh l[ Cancel

Click on the ‘Finish’ button.




