Technical Investigative Services — Internet Services Division

Using Microsoft Outlook 2003 to send and receive email from our server.
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STEP 2

| E-mail Accounts

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

E-mail

Select "Add a new e-mail account".

() add & new e-mail account

(&) view or change existing e-mail accounts

If you already have an email account entered
into Outlook that you want to change, choose _.
“View or cha nge eXiSting e-mail account. ; () Add a new directory o address book

[Proceed to Step 5] -~ () Wiew or change existing directories or address books

Directory




STEP 3

E-mail Accounts

E-mail Accounts
‘ou can select an account and change its settings or remove it.

Qutlook processes e-mail For these accounts in the Following order:

Marne Tvpe

Exchange (Default)

Microsoft Exchange Ser

Select “"Add”
Zhange. ..

STEP 4

Select the "POP3" option and click "Next".

-

E-mail Accounts

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

(O)Microsoft Exchange Server
Conneck ta an Exchange server to read e-mail, access public folders, and share

Connect to a POPS e-mail server to download your e-mail,
O IMAP

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

(CHTTP

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

(O Additional Server Types
Conneck bo another workgroup or 3rd-party mail server.

< Back.

”*Next) ][ Caneel




STEP 5

E-mail Accounts

. User Information - Type in the name you
Internet E-mail Settings (POP3) - - - "
Each of these settings are required to get vour e-mail account working. want dISp|ayed on VOUI‘ ema"s n the YOUI‘
Name" box. Type your full email address in
the "E-mail Address” box.

User Information Server Information

Your Mame: Your name Incoming mail server (POP3) | nail techinvsery. net

Server Information - in both the incoming
and outgoing mail server boxes, type "mail."
Logon Information Test Settings plllS your domain name. [ Example

" - " " = H "
User Mame: emailaddress@yoursite,7 | e filing out the information on this screen, we mall'google'com or mall.mlcrOSOft.Com

recommenma Fest vour account by clicking the where "google" or "microsoft" are your

Password; A button below, (Req etwork connection) -

domain names.]

Test Account Setkings ...
|:| Log on using Secure Password

Authentication (SPA) — Logon Information - Your full Email address
should appear in the "User Name" box, if not

type it in. Type in your password in the
password box and select the "Remember
< Back. H Mext = ] [ Cancel password" option'

E-mail Address: |emailaddressi@yaursite.? | Qutgoing mai server (SMTPY: | mail bechinysery.net

Remember passward

Select the "More Settings" button.

STEP 6

Internet E-mail Settings

General | Oukgoing Server | Connection | Advanced

Tail
wpe the name by which wou would like to refer o this
account, For example: "Work! or "Microsoft Mail Server”

Under the "General" tab in the "Mail Account" section,
type in the name for your email account as you wish to
see it on your Outlook Program and any other
information you wish to enter as requested.

CQther User Information
Cirganizatian:

Select the "Outgoing Server" tab Ry -

Ok ] [ Cancel




Internet E-mail Settings .
| General_' Outgoing Server ;__Cnnnectinn || Advanced |
My oubgoing server (SMTF) requires authenticaNon
%) Use Sme " - - - - "
1] 4 , Select the "My outgoing server requires authentication
fLogd an Usini - - -
~e . . option and make sure that the “Use same settings as my
incoming mail server” option is selected.
" Log on ko incoming mail server before sending mail
Select the "Advanced" tab.
K ] [ Cancel

R e P TR PP PP —

Internet E-mail Settings

[ General Cwkgaing Server Il Conneckion Advanced [
Under the "Server Port Numbers" section, enter the '

number “26” in the "Outgoing server (SMTP) box. — aecyer vk Mombars

Incoming server (POP3): 1o | Use Defaults

Select the "OK" button E THir requires an encrypted connection £35L)
Cukgaing server (SMTP): 26
[]his server requires an encrypted connection {S5L)
Server Timeouts

Short 1} Long 1 minute

Delivery

[Leave a copy of messages on the server

ful 4 ] [ Cancel




STEP 9

Select the "Test Account Settings" button to
test your configuration. A test email will be
sent to your email account. If there is a
problem email us and we will assist you.

Select the "Next" button.

E-mail Accounts

Internet E-mail Settings (POP3)

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

User Information
our Mame: YOur Name

E-mail Address:  |emailaddress@yaursite,?

Logon IR ation
User Mame: emailatiess@yaursite, ¥
Passward: [r—

Remember password
[[JLog an U3meSecure Passmard

Authentication

Server Information
Incoming mail server (POP3) | nail techinvsery. net

Outgoing mail server (SMTPY | rail, bachinvsary, net

Test Settings
After Filing out the information on this screen, we

recommend you test your account by clicking the
button below, (Requires network connection)

Test Account Setkings ...
More Setkings ...

[ :Back\]# Mext = ] [ Cancel

You should now see your newly generated account listed. To make changes to these accounts, select the
account you wish to change and select the "Change" button. Select “Finish” to exit.

You can now send and receive emails through your Outlook program.

All the trademarks or brands in this document are registered by their respective owner.



