Outlook 2003 Mail Client Example Setup

Summary:

The following are the steps to configure and add a New Account to an Outlook 2003 Email Client to access

mail being hosted with WebGuy Internet, Inc.

SECTION 1: HOW TO ADD A NEW ACCOUNT TO OUTLOOK 2003

(1) Open Outlook 2003. Select Tools/Email Accounts...
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(2) On the next screen select Add New Account if this is a first time setup. Note that if you have an
existing Account with WebGuy Internet, Inc. please refer to the Next Section of this Document.

E-mail Accounts

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

Add New
Account

E-mail

@ iadd a new e-mai account

€ Wiew or change existing e-mail accounts

Directory

' add a new directory or address book,

— € Wiew or change existing direckories or address books

> Next
= Bark I MNext = I Close

(3) Select POP3 as the type of server your account will work with.

E-mail Accounts

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

" Microsoft Exchange Server

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

o

Conneck ko a POP3 e-mail server to download your e-mail,
 IMAP

POP3 Connect ko an IMAP e-mail server to download e-mail and synchronize mailbo:
folders,

' HTTP

Connect ko an HTTF e-mail server such as Hotmail to download e-mail and
synchronize maibos: folders.

' additional Server Types

Connect ko another workoroup of 3rd-party mail server,

Next

< Back. I ﬂext:; Cancel
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(4) Enter your User, Logon and Server Information. Generally your E-Mail Address and User Name are
the same thing. Substitute your real domain for ‘yourdomain.com’ in this example. Click ‘More
Settings’ when you are done entering the text fields.

E-miail Accounts

Enter the
name you
would like

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

the ‘From’
Address to

Your Mame:
appear as.

Logon Information

User Mame:

Be sure to
enter your
Full email
address as
the User
Name.

E-rnail Address;

Server Information

Incoming mail server (POP3): Imail.\;nurdomain.com

jondoe@yourdomain. com

Tesk Settings

jondoe@yourdomain, com

I***** button below, (Requires netwark connection)

W Remember password
Test Account Setkings ...

[ Log on using Secure Password
Authentication (SPa)

After Filling out the information on this screen, we
recommend you test your account by clicking the

Qutgaing mail server (SMTP): Imail.\;nurdoamin.com

™~

Enter

mail.webguyinternet.com
For both Incoming and
Outgoing Mail Servers

More Settings ... |

\

More Settings

< Back I ek = I

Cancel |

(5) Select the Outgoing Server tab and check the SMTP Authentication ON.

Outgoing Server

Internet E-mail Settings |

mmgﬂing Server ICu:unnectinn | Advanced |

[ My oukgoing server (SMTP) requires authentication:

Make sure
SMTP
Authentication
is checked!

(e Use same settings as my incoming mail server

(e Log on using

ser armes |

Bassiar: |

¥ Bemember password
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(6) Test the Account Settings. If all the items don’t have green check marks or any errors come up, verify
your User Name, Password and Mail server settings before you contact WebGuy Internet, Inc. for

support.

E-miail Accounts E3

Internet E-mail Settings (POP3)

Each of these settings are required to get vour e-mail account working,

_ | Account Settings

User Information

Wour Mame: IJDn Doe

E-mail Address: Ijondoe@yourdumain.cum

Logon Information

User Marne: |j0ndoe@yourdumain.mm

Password: I*****

W Remember password

[ Log on using Secure Password
Authentication (SPa)

Click here to Test your

Server Information

Incoming mail server (POP3): Imail.\;nurdomain.com

Qutgaing mail server (SMTP): Imail.\;nurdoamin.com

Tesk Settings

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

esk Account Setkings ... |

More Settings ... |

More Settings

Click Next when
settings are verified

< Back I ek = T Lo ||
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(8) Click Finish. You have completed configuring your Outlook Client to use your WebGuy Internet,

Inc. Email account.

E-mail Accounts %] |

Congratulations!

ou have successfully entered all the information required ko
sebup your account,

Ta close the wizard, click Finish,

Click Finish

-

< Back | Finish

SECTION 2:
HOW TO CHANGE AN EXISTING EMAIL ACCOUNT IN OUTLOOK 2003

(1) Select Tools -> Email Accounts..
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(2) Select View or change existing account...

E-mail Accounts x|

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

E-mail

Select View
or Change
Accounts

€ add a new e-mail account

@ Yiew or change existing e-mail accounts!

Directory

' add a new directary or address book
€ View or change existing directories or address baoks

I e
< Bact: I et = I Close |
Next
(3) Highlight your existing account that you would like to change and click the Chan
A 0 =
E-mail Accounts
Y¥ou can select an account and change its settings or remove it.
Outlook processes e-mail For these accounts in the Following order:
Mame | Tvpe | Change... |
darmain, com POPJSMTP (Default)
Add...
\ Remaove | )
. Click
nghhght the St s DEfaut | Change
Account you are
. e = ] |
changing
[MEyE EE |

Deliver new e-mail to the Follmwing lacation:
Personal Folders j Mew Outlook Data File. .. |

]

< Back Finish Cancel |

(4) After Completing these 3 steps, refer to SECTION 1 - STEP 4 through STEP 6. After completing
STEPS 4-6 of SECTION 1, click the Finish button on the Email Accounts Image shown above.
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