Outlook 2003: Setting Up Email
Log in on a computer using your regular login name and password.

E-mail . . :
Microsoft OFfice Outook Programs>Microsoft Office>Microsoft Outlook

. Click on the Outlook icon or use Start>All
| JJ\
2003.

You will see the Microsoft OutIookStart Wizard.

Outlook 2003 Startup X

Outlook 2003 Startup

‘welcome to the Outlook 2003 Startup wizard, which wil
qguide you through the process of configuring Outlook
2003,

Click on Next.

Click on E-mail Accounts. In the next
box, click on “Add a new e-mail
account” and click Next.

Account Configuration &l

E-mail Accounts

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

() Yes
CiNo

Click on Yes and click on Next.
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Ed

E-mail Accounts

Server Type
*fou can choose the type of server your new e-mail account will wark with,

(3) Microsoft Exchange Server
Connect ko an Exchange server ko read e-mail, access public folders, and share
documents.,

O pop3
Connect ko a POP3 e-mail server ko download your e-mail.

I MAP
Connect ko an IMAP e-mail server to download e-mail and synchronize mailbos:
Folders.

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

() Additional Server Types
Connect ko another workgroup or Srd-party mail server,

In Server Type, click on “Microsoft
o Jwe J[ e | Exchange Server.” Click Next.
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Crailiceone 4l In the Exchange Server Settings, type

*fou can enter the required information to connect to your Exchange server, “ m ai I ” i n t h e M i C rosoft E XC h a n g e
Server box.

Type the name of your Microsoft Exchange Server computer, For information, see yvour
system administrator,

Microsoft Exchange Server: |ma||
Use Cached Exchange Mode

In the User Name box, type
Type the name of the mallbox set up For you by vour administrator, The mailbox name

et = lastnamefirstinitial” & click on Check
Name.

More Setkings ...

< Back. ” Mext = ][ Cancel

If the Exchange Server found you, “mail.csd509j.net” will show up in the first

box. In the second box, ‘our name will be underlined and active.
E-mail Accounts @

Exchange Server Settings
‘You can enter the required information o connect to wour Exchange server.

Type the name of your Microsoft Exchange Server computer, For information, see wour
system administratar,

Microsoft Exchange Server: | IEINScR=RERNE1
Use Cached Exchange Mode

Type the name of the mailbox set up For ywou by your administrator. The maibox name
is usually your user name.

User Name; |m

More Settings ...

< Bark. H Mext = 1[ Cancel ]

Click on Next.

E-mail Accounts E‘

Congratulations!

‘fou have successfully entered all the infarmation required ko
sekup your account,

To close the wizard, click Finish,

The Wizard will show the
Congratulations box. Click on Finish.

Outlook will start downloading your email.
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