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1 MICROSOFT OUTLOOK 2003 GETTING STARTED

1. Open Microsoft Outlook 2000-2003 program, select “Tools” manu and click “E-mail
Accounts...” bar.

©] 0 00 pda psoft O 00
'E|Ie Edtl: y_lew Go | Tools | Actions Help

E_ijew vl ¢ Fi_nd » :
Address Book...  Ctrl+Shift+B
@ Rules and Alerts. ..

Favorite Folders
Drag Your Favarite Folde @ Empty "Deleted Items" Folder
All Mail Folders I E-mail Accounts...
# 245% Personal Folders Customize. ..
Options...
¥
il

2. Select “"Add a new e-mail account” option and click "Next” button.

E-mail Accounts @

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

E-mail

(3) add a new e-mail account

(O view or change existing e-mail accounts

Directory

(O Add a new directory or address book
(O view or change existing directories or address books
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3. Select "POP3" option and click "Next” button.

E-mail Accounts @

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

(O Microsoft Exchange Server

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

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

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

OHrTP

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.

[ < Back ]uext:»

I[ Cancel ]
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4. Fill in Internet E-mail Settings details.

Your name: (Name Surname)

E-mail Address: your email (ex. youremail@yourdomain)

Incoming mail server (POP3): mail.yourdomain

Outgoing mail server (SMTP): mail.yourdomain

User Name: youremail@yourdomain

Password: your password

After finished, click “More Settings” button.

E-mail Accounts @

Internet E-mail Settings (POP3)

User Information

Your Name: \yourname

E-mail Address: | yauremail@yourdomain

|

Logon Information

User Name: }youremail@yourdomain
Password: ‘****
Remember password

[]Log on using Secure Password
Authentication (SPA)

Each of these settings are required to get your e-mail account working.

Server Information

Incoming mail server (POP3): | mail.vourdomain l

Outgaing mail server (SMTP}: | mail.vourdomain ’

Test Settings

After Filling out the information on this screen, we
recommend you test your account by clicking the
button below. {Requires network connection)

[ Test Account Settings ... ]

More Settings ...

< Back ][ Next > l [ Cancel

]
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5. Select “"General” tab, fill in your email behind "Reply E-mail”, click "OK” button.

Internet E-mail Settings @

General IOutgoing Server | Connection | Advanced

Mail Account

Type the name by which vou would like to refer to this
account. For example: "Wark" or "Microsoft Mail Server”

(e :
1 mail.yourdomain ‘

Other User Information

[
Organization: iyourcompanyname \

Reply E-mail: Iyouremail@yourdomain I

I OK i' Cancel |
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6. Select “Outgoing Server” tab,
authentication” option.

select "My outgoing server (SMTP) requires

7. Select "Use same settings as my incoming mail server” option and click "OK” button.

8.

Internet E-mail Settings @

| General I Outgoing Server I(-Zonnection;ﬂ Advanced |

I My outgoing server (SMTP) requires authentication I

I@ Use same settings as my incoming mail server I

(O Log on using

Remember password

e R T =T Sl [ovm At 142 o mbieabime FCDAS
Log on using Secure Password Authentication (SPA)

(O Log on to incoming mail server before sending mail

[ OK i[ Cancel ]

Click “Finish” button.

E-mail Accounts

Congratulations!

‘You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.
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2 MICROSOFT OUTLOOK 2003 SETTING

1. Open Microsoft Outlook 2000-2003 program, select “Tools” manu and click “E-mail
Accounts...” bar.

©] 0 00 pda psoft O 00

Find > |

Address Book...  Ctrl+Shift+B
@ Rules and Alerts. ..

Favorite Folders
Drag Your Favarite Folde @ Empty "Deleted Items" Folder
All Mail Folders I E-mail Accounts...
# 245% Personal Folders Customize. ..
Options...
¥
il

2. Select “View or change existing e-mail accounts” option and click *"Next” button.

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

(3 Yiew or change existing e-mail accounts

Directory

(O Add a new directory or address book
(O View or change existing directories or address books
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3. Fill in Internet E-mail Settings details.

Your name: (Name Surname)

E-mail Address: your email (ex. youremail@yourdomain)

Incoming mail server (POP3): mail.yourdomain

Outgoing mail server (SMTP): mail.yourdomain

User Name: youremail@yourdomain

Password: your password

After finished, click “More Settings” button.

E-mail Accounts @

Internet E-mail Settings (POP3)

User Information

Your Name: \yourname

E-mail Address: | yauremail@yourdomain

|

Logon Information

User Name: }youremail@yourdomain
Password: ‘****
Remember password

[]Log on using Secure Password
Authentication (SPA)

Each of these settings are required to get your e-mail account working.

Server Information

Incoming mail server (POP3): | mail.vourdomain l

Outgaing mail server (SMTP}: | mail.vourdomain ’

Test Settings

After Filling out the information on this screen, we
recommend you test your account by clicking the
button below. {Requires network connection)

[ Test Account Settings ... ]

More Settings ...

< Back ][ Next > l [ Cancel

]
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4. Select “"General” tab, fill in your email behind “"Reply E-mail”, click "OK" button.

Internet E-mail Settings @

General IOutgoing Server | Connection | Advanced

Mail Account

Type the name by which vou would like to refer to this
account. For example: "Wark" or "Microsoft Mail Server”

(e :
1 mail.yourdomain ‘

Other User Information

[
Organization: iyourcompanyname \

Reply E-mail: Iyouremail@yourdomain I

I OK i' Cancel |
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5. Select “Outgoing Server” tab, select "My outgoing server (SMTP) requires
authentication” option.

6. Select "Use same settings as my incoming mail server” option and click "OK” button.

Internet E-mail Settings @

| General I Outgoing Server I(-Zonnection;ﬂ Advanced |

I My outgoing server (SMTP) requires authentication I

I@ Use same settings as my incoming mail server I

(O Log on using

Remember password

e R T =T Sl [ovm At 142 o mbieabime FCDAS
Log on using Secure Password Authentication (SPA)

(O Log on to incoming mail server before sending mail

[ OK i[ Cancel ]

7. Click “Finish” button.

E-mail Accounts

Congratulations!

‘You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.
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b

3 MICROSOFT OUTLOOK 2007 GETTING STARTED

1.

Open Microsoft Outlook 2007 program, select “Tools” menu and click “Account Settings”

bar.

[~ Personal Folders 2011 - Microsoft Outlook

: File Edit View Go | Tools | Actions Outlook Connector H
i3dNew ~ | @& 3 X Send/Receive » t
Mail Instant Search »
Favorite Folders Address Book...  Ctrl+Shift+B 1
Drag Your Favorite Folde| @ Organize E
o Forders @ Rules and Alerts...
2] All Mail Items Mailbox Cleanup...
S 5] Empty "Deleted ftems" Folder
Forms »
Macro »
Account Settings... I
Trust Center...
Customize...
Options...
|
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2. At E-mail Accounts window, select “"E-mail” tab and click "New".

P
Account Settings

E-mail Accounts I
ou can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds I SharePoint Lists | Internet Calendars | Published Calendars | Address Books

54 New... W repair.. Wl change € Set asDefaut K Remove ® 0@

Name

3. At Choose E-mail Service window, select “"Microsoft Exchange, POP3, IMAP, or HTTP”

option and click “"Next” button.

»
Add New E-mail Account

S

Choose E-mail Service

| ® Microsoft Exchange, POP3, IMAP, or HTTP |

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server.

(") Other
Connect to a server type shown below.

Microsoft Outiook Hotmail Connector
Outlook Mobile Service (Text Messaging)
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4.

Fill in the Account settings details.

Your Name: (Name Surname)

E-mail Address: Your email (ex. youremail@yourdomain)

Select “"Manually configure server settings or additional server types” option and

then click "Next” button.

7

Add New E-mail Account

S

Auto Account Setup

Your Name: yourname

mail Address: youremail @yourdomain

Password:

Retype Password:

[V Manually configure server settings or additional server types

[ <Back [| Next> | [ Cancel
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At Choose E-mail Service window, select “"Internet E-mail” option and then click "Next”
button.

Add New E-mail Account

Choose E-mail Service

@ Internet E-mail

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
(") Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
(") Other

Connect to a server type shown below.

Microsoft Outlook Hotmail Connector
Qutlook Mobile Service (Text Messaging)

[ < Back Jl Next > I[ Cancel
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6. Fill in Internet E-mail Settings details.
Your name: (Name Surname)
E-mail Address: your email (ex. youremail@yourdomain)
Incoming mail server (POP3): mail.yourdomain
Outgoing mail server (SMTP): mail.yourdomain
User Name: email@yourdomain
Password: your password
After finished, click “More Settings” button.
Add New E-mail Account @

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: yourname After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: youremail @yourdomain button below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: POP3 E]
Incoming mail server: mail. yourdomain

Outgoing mail server (SMTP): | mail,yourdomain

Logon Information
User Name: youremail @yourdomain
Password: hanad

[V|Remember password

[T]Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Next > ][ Cancel ‘
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7. At“General” tab, fill in your email address behind "Reply E-mail” and click "OK” button.

Internet E-mail Settings ﬂ

General IOutgoing Server | Connection Advanced!

Mail Account

Type the name by which you want to refer to this account. For
example: "Work”™ or "Microsoft Mail Server™

youremail @yourdomain

Other User Information

Organization: ‘yourcompanyname

gT=

j Reply E-mail: Iyouremail@yourdomain |
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8. At "Outgoing Server” tab, select "My outgoing server (SMTP) requires
authentication” option.

9. Select "Use same settings as my incoming mail server” option and click "OK" button.

Internet E-mail Settings M

| General | Outgoing Server | connection | Advanced |

V| My outgoing server (SMTP) requires authentication

| '@ Use same settings as my incoming mail server |

(7) Log on using

User Mame: |

Y

Password

[V]Remember password
Require Secure Password Authentication (SPA)

S

| () Log on to incoming mail server before sending mail
[
I
oK Cancel |
|| l’
(8 — d |

10. Click “Finish” button.

— —_—
Add New E-mail Account ﬂ

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, diick Finish.
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4 MICROSOFT OUTLOOK 2007 SETTING

1.

Open Microsoft Outlook 2007 program, select “Tools” menu and click “Account Settings”

bar.

[~ Personal Folders 2011 - Microsoft Outlook

: File Edit View Go | Tools | Actions Outlook Connector H
i3dNew ~ | @& 3 X Send/Receive » t
Mail Instant Search »
Favorite Folders Address Book...  Ctrl+Shift+B 1
Drag Your Favorite Folde| @ Organize E
o Forders @ Rules and Alerts...
2] All Mail Items Mailbox Cleanup...
S 5] Empty "Deleted ftems" Folder
Forms »
Macro »
Account Settings... I
Trust Center...
Customize...
Options...
|
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2. At E-mail Accounts window, select “"E-mail” tab and select your domain.

P
Account Settings

il

E-mail Accounts I
'ouU can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds ] SharePoint Lists | Internet Calendars | Published Calendars | Address Books

i New... ‘3 Repair... ¥ Change... @ SetasDefauk ¥ Remove # @

Name Type

& youremail@yourdomain POP/SMTP (send from this account by default)
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3. Fill in Internet E-mail Settings details.
Your name: (Name Surname)
E-mail Address: your email (ex. youremail@yourdomain)
Incoming mail server (POP3): mail.yourdomain
Outgoing mail server (SMTP): mail.yourdomain
User Name: email@yourdomain
Password: your password
After finished, click “More Settings” button.
Add New E-mail Account @

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: yourname After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: youremail @yourdomain button below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: POP3 E]
Incoming mail server: mail. yourdomain

Outgoing mail server (SMTP): | mail,yourdomain

Logon Information
User Name: youremail @yourdomain
Password: hanad

[V|Remember password

[T]Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Next > ][ Cancel ‘
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4. At“General” tab, fill in your email address behind "Reply E-mail” and click "OK" button.

Internet E-mail Settings ﬂ

General IOutgoing Server | Connection Advanced!

Mail Account

Type the name by which you want to refer to this account. For
example: "Work”™ or "Microsoft Mail Server™

youremail @yourdomain

Other User Information

Organization: ‘yourcompanyname

gT=

j Reply E-mail: Iyouremail@yourdomain |

Page 22 of 23



BizMail: Microsoft Outlook Setting - English Version 3.0 K'}SQ

5. At “Outgoing Server” tab, select "My outgoing server (SMTP) requires
authentication” option.

6. Select "Use same settings as my incoming mail server” option and click "OK” button.

Internet E-mail Settings M

| General | Outgoing Server | connection | Advanced |

V| My outgoing server (SMTP) requires authentication

| '@ Use same settings as my incoming mail server |

(7) Log on using

User Mame: |

Y

Password

[V]Remember password
Require Secure Password Authentication (SPA)

S

| () Log on to incoming mail server before sending mail
[
I
oK Cancel |
|| l’
(8 — d |

7. Click “Finish” button.

— —_—
Add New E-mail Account ﬂ

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, diick Finish.
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