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The beginning of this tutorial will show you how to create an email account to initially set up Outlook 2003. For how to
create a new email account after Outlook 2003 has already been set up, please see the third page.

How to Create an Email Account During Intial Outlook 2003 Setup Process
1. Click the “Next” button to begin Outlook 2003 setup.

Outlaok 2003 Startup 3]

Outlook 2003 Startup

Welcome to the Outlook 2003 Startup wizard, which will
quide you through the process of configuring Outlook.
2003,

2. Select “Yes” to answer question about configuring an E-mail account and click “Next.”

Account Configuration

E-mail Accounts

‘ou can configure Qutlook to connect to a Microsoft Exchange Server, Inkernet
E-mail, or other E-mail server. Would you like ko configure an E-mail account?

(&) Yes
D Mo
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3. Select “IMAP” for server type and click “Next” button.

E-mail Accounts |Z|

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

() Microsoft Exchange Server

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

Cpor3
Connect ta a POP3 e-mail server to download your e-mail,
®1map

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

OHTTP

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

) Additional Server Types
Connect ko anather workgroup or 3rd-party mail server,
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4. Enter your E-mail settings and click “More Settings” button.

E-mail Accounts

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

User Information Server Information
Your Mame: iEUTJB;,E Incoming mail server (IMAFY: | webmail. merit, ed i
E-mail Address: ilinru?bﬂua@merit‘eau Outgoing mail server (SMTR: imaguslmeritjau ‘

Logon Information

User Mame: bobdoe@merit, edu

Remember passwaord

[]Log on using Secure Password More Settings ...

Authentication (SPAY

(X
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A. Enter your name in the box next to “Your Name:”

B. Enter your Email address in the entry box next to
“E-mail Address:”

C. Enter webmail.merit.edu for Incoming mail server
D. Enter magus.merit.edu for Outgoing mail server

E. Under Logon information, enter your user name
and password in the appropriate entry boxes.

F. Click the “More Settings” button to complete the
advanced server settings.

5. Select the “Outgoing Server” tab. Click the box next to the “My outgoing server (SMTP) requires
authentication.” Also, select “Use same settings as my incoming mail server.” Next, click the

“‘Advanced” tab to edit server port information.

Internet E-mail Settinps El

General | Qutgsing Server | Connection | Advarced

[#1My autgaing server (SMTF) requires authentication

(%) Use same settings as my incoming mail server

() Log on using

6. Enter the Server Port numbers and check the boxes next to “This server requires an encrypted
connection (SSL).” Then click the “OK” button.

| General | Ovtgaing Server | Connection | Advanced |

Server Pork Mumbers

Incoming server (IMAP): .1'3?

This server requires an encrypted connection (S5L)

Outgoing server (SMTP): | EN

This server requives an encrypted connection (55L)

Server Timeouts
Short -

— long  1minute

Folders

Ruoat folder path:

ntornet £ mall Setings & A. Enter port 993 for Incoming Server.

; B. Enter port 25 for Outgoing Server.
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7. Click the “Finish” button. Your email account should now be set up. You can access your email by
selecting your inbox in the “Mail” pane. You may be asked to type your password to log into the mail
server before you can download your email.
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E-mail Accounts

Congratulations!

YVou have successfully entered all the information required to
sekup your account,

Ta close the wizard, click Finish.

How to Create a New Email Account after Outlook 2003 Has Been Set Up

1. Select the “Tools” menu and scroll down to “Email Accounts.”

i Inbox - Microsoft Qutlook

i Fle Edit Wiew Go | Took | Actions  Help
D adlew v | 4 SendiReceive ¥ Send{Receive - | =0 Fi
Find k
Favorite Folders L Address Book...  Ckrl+Shifk+E ontop ¢
L_] Toha Eﬁl Rules and Alerts, ., T
1 Linread Mai Empty "Deleted kems" Folder
0 Lo For Fodow Lp
1 @ Sent Ikems | E-mail Accounts. .. |
[ 7 Inbo in webmail, mer Chtoiien
All Mail Folders Options. .
= B4t Personal Folders || )
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2. Select “Add a new e-mail account” and click the “Next” button.

E-mail

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

(%) add a new e-mail account

(O Wiew or change existing e-mail accounts

Directory

© #dd & new directory or address book
(3 Wiew or change existing directories or address baoks

3. Enter your E-mail settings and click “More Settings” button.

E-mail Accounts

Internet E-mail Settings (IMAP)

User Information

Logon Information

User Name: bobdoe@merit.edu

Remember passward

|:| Log on using Secure Password

Authentication (SPA)

k3

Each of these settings are required ko get your e-mail account working,

Server Information

“fiour Mame: Eiob Doe Incoming mail server (IMAR): Iwebmail‘ment.edu |
E-mail Address: i_baJT:Ioe@mer\t.edu Qukgaing mail server (SMTP): Imagus.merit‘edu |

More Settings ...
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4. Select the “Outgoing Server” tab. Click the box next to the “My outgoing server (SMTP) requires
authentication.” Also, select “Use same settings as my incoming mail server.” Next, click the

“‘Advanced” tab to edit server port information.

Internet E-mail Settinps El

| General | Qukgoing Server | Conection | Advanced |

[#1My autgaing server (SMTF) requires authentication

(%) Use same settings as my incoming mail server

[

() Log on using

A. Enter your name in the box next to “Your Name:”

B. Enter your Email address in the entry box next to

“E-mail Address:”

C. Enter webmail.merit.edu for Incoming mail server

D. Enter magus.merit.edu for Outgoing mail server

E. Under Logon information, enter your user name
and password in the appropriate entry boxes.

F. Click the “More Settings” button to complete the
advanced server settings.
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6. Enter the Server Port numbers and check the boxes next to “This server requires an encrypted
connection (SSL).” Then click the “OK” button.
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Internet i Seiigs & A. Enter port 993 for Incoming Server.

| General | Outaaing Server | Connection | Advanced |

Server Pork Mumbers -

B. Enter port 25 for Outgoing Server.

This server requires an encrypted connection (S5L)

Outqaing server (SMTP):

This server requites an encrypted connection (55L)

Incoming server (IMAP):

Server Timeouts

Short < Llong  Iminute

Folders
Roct folder path: |

7. Click the “Finish” button. Your email account should now be set up. You can access your email by
selecting your inbox in the “Mail” pane. You may be asked to type your password to log into the mail
server before you can download your email.

E-mail Accounts

Congratulations!

YVou have successfully entered all the information required to
sekup your account,

Ta close the wizard, click Finish.




