Outlook 2003 Email Instructions

1. Open Outlook 2003.
2. Click Tools, Email Accounts.
3. Select Add a new e-mail account.

E-mail Accounts

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

E-mail

{*»iadd a new e-mail account:

" view or change existing e-mail accounts

Directory

{1 Add a new directory or address book
() View or change existing directories or address books
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4. Click Next and Choose POP3 from the list.

E-mail Accounts

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
documents,

Connect 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 mailbox
folders.

(O HTTP

Connect to an HTTP e-mail server such as Hotmail to dawnload e-mail and
synchronize mailbox folders.

i) additional Server Types
Connect to another workgraup or 3rd-party mail server.
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5. Click Next and fill in the boxes shown below:

x]

E-mail Accounts

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

User Information Server Information
Your Mame: || | Incoming mail server (POP3): | |
E-mail Address: | | QOutgoing mail server (SMTF): | |
Logon Information Test Settings
Lser Mame: | | After filing out the information an this screen, we
recommend you test your account by dicking the

Password: | | button below. (Requires network connection)

Remember password

|:| Log an using Secure Password
Authentication (SPA)

6. Enter your email address for both Email address and User Name.
POP3 and SMTP will both typically be: mail. YOURDOMAINNAME.com

For example, if your website is www.YOURDOMAINNAME.com you would put in
mail. YOURDOMAINNAME.com

7. 1If you aren’t sure what to use for POP3 and SMTP, you should call Forbin Tech Support at 319-274-
4430 to find out the correct information to enter in these boxes.

8. Click the More Settings box and then the QOutgoing Server tab. Check the box that says My outgoing
server (SMTP) requires authentication. Then make sure the dot below it is set as Use same settings
as my incoming server. Click the OK button at the bottom.

9. Click Next. Then click Finish. You should now test your account by sending an email to your own
email address. You should receive the test message within 15 minutes.



