Setting Up Microsoft Outlook 2003

Configuration and setup

Microsoft Outlook is amore complex version of
Windows Outlook Express or now known as Windows
Mail in Microsoft’s Windows Vista.

Setting up Microsoft Outlook 2003

1. To setup your mail account, select Tools/ Accounts.

2. Addanew e-mail account will be highlighted if you
are doing thisfor the first time. Click Next to begin.

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

() Add a new directory or address book.
() Wiew or change existing directaries or address baoks
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Onceyou've clicked Next you will need to select your
server type. Select POP3 and click next.

E-mail Accounts

Server Type
You can choose the bype of server vour new e-mail acount will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents.

_~@ POP3
Conneck to a POP3 e-mail server to download your e-mail,
) IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbosx
folders,

IHTTP

Connect to an HTTP 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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In the next window you will need to put in your account
details.

In the Y our Name field, enter the name you want to display
as the sender, which may include your real name or
company name.

In the internet E-mail Address field, please specify your
valid e-mail address.

Incoming Mail Server — POP3.ClaCCess.com

Outgoing Mail Server — SMtp.claccess.com

Y our username will be your whole email address as entered
in the e-mail addressfield.

Enter your password (if you do not select the Remember
password box, you will be prompted to manually enter your
email password whenever you access your mailbox).

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

User Information Server Information

Your Mame: Demo Man Incoming mail server (POP3): pop3.ciaccess.cam

E-mail Address! | demo@ciaccess,com Outgoing mail server (SMTR): smtp. ciaccess.cam

Logon Information Test Settings

User Mame: demo@ciaccess, com After Filling out the information on this screen, we
recommend you test your account by clicking the

Password: P butkon below. {Requires nebwork connection)

Remember password

Test Account Settings ...
D Log on using Secure Password
Authentication (SPAY I [ Mare Settings .. ]
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After filling in the information, click on the More
Settings... box. Thiswill open awindow where you will
need to select the outgoing server tab. Then place a
checkmark in the box that reads “ My outgoing server
(SMTP) requires authentication”. Under that it should read
“Use same settings as my incoming mail server”.

Press OK, then Next. You will be taken to a screen
showing the account now setup. Click Finish.

To test this account you can hit the Send/Receive button.



