Computer Systems Advisers, LLC

Website Design and Hosting
Unlocking Potential Since 1992

www.csawebs.com

Configuring Email in Outlook 2000
2. Configuring Outlook

Before you can use Outlook to read your email you need to configure it with certain basic information
about your email account. The first time that you run Outlook it will automatically start the Outlook
2000 Startup Wizard to help you enter this information. If you have used Outlook before, you will need
to start the Internet Connection Wizard manually.

1. Start Outlook. You can usually start it either from an icon on the Desktop, or by clicking on
Start, selecting [Programs] and then [Outlook]. If you are running your copy of Outlook for
the first time, a windows with the title Outlook 2000 Startup Wizard will appear automatically.
If it does, click on Next and skip to step 2 below.

= Outlook 2000 Startup

QOutlook 2000 Startup

Welcome to the Outlook 2000 Starkup wizard, which will guide wou
through khe process of configuring Quklook 2000,

Cancel i Help

If the Outlook 2000 Startup Wizard doesn't appear when you start Outlook, then once the
program has started, select [Accounts] from the [Tools] menu and on the Internet Accounts
screen that appears, click on Add and select [Mail. . .] from the menu that appears. Now skip to

step 3 below.
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Internet Accounts

Al M ail | Directary Service Add 3

Account | Type | Connection | Hemowve I
Froperties |

Get as [etault |
Irnpart.... |
Erports: |

Get Mrder |

Cloze |

2. On the E-Mail Service Options screen, select the [Internet Only] option is selected and click
on Next.

¥ Dutlook 2000 Startup

E-mail Service Options

Cptimize Outlook o connect only ko one or more Inkernet
Service Providers or E-mail Servers using Internet standards
for e-mail delivery (POP3, SMTP, or IMAP].

L Corporate or Workgroup

Configure Cutlook to connect to Microsoft Exchange,
Microsaft Mail 3.3, 3rd-party e-mail services, ar any
combinations of the above plus Internet e-mail,

£ Mo E-mail

Do not setup Cutlook ko read e-mail; T do nok use e-mail or T
use anokther program ko read e-mail,

< Back I Heut > I Cancel Help

At this point you may an information message as shown below. Click on Yes to continue.

554 Pine Ridge Court — Prescott, WI - 54021



Computer Systems Advisers, LLC

Website Design and Hosting
Unlocking Potential Since 1992

www.csawebs.com

use Exchange Server, Microsoft Mail, Fax, or other 3rd Parky mail services in Microsoft Outlook,

': The Internet Mail Support option provides wou with the besk Internet mail performance, but you will not be able ta

Do ol wish ko conkinue?

3. Enter your name as you would like it to appear in any messages you send, and click on Next.

Internet Connection Wizard

Your Hame

YWhen pau zend e-mail, vour hame will appear in the From field of the outgoing meszage.
Type your name az you would like it bo appear.

Display name; Jare Smith

Faor example; John Smith

o Hach I Hest > I Cancel Help

4. On the next screen, enter your email address and click on Next.
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Internet Connection Wizard

PR

Internet E-mail Address

Your e-mail addresz iz the addresz other people use to zend e-mail mezsages to you.

E-mail address: Iiane.smith@chemistry.l:n:-:fl:ur-:l.ac.ukl

For example: someonei@microzoft. com

< Back I Heut > I Cancel Help |

5. On the following screen, from the drop-down list to the right of My incoming mail server is
a select the type of email server you are using. We recommend that you set this to [IMAP] since
this leaves your email on the central server so that it can later be accessed from other locations
and by other methods (e.g. using the WING web interface.)

Next enter the Incoming mail (POP, IMAP or HTTP) server hame.
mail.bravocigar.com

Finally set the Outgoing mail (SMTP) server name.
mail.bravocigart.com

Click on Next.
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Internet Connection Wizard

E-mail Server Names

by incoming mail zerver iz a III'-.-1,£'-.F' YI TEMVEL

Incoming mail [FOP3 ar IMAF] server:
abod1 23 herald.ox. ac.uk,

An SMTP server iz the zerver that iz uzed for your outgoing e-mail.

Outgoing mail [SMTP] server:

amkp.ox. ac.uk,

< Back I Heut > I Cancel

6. Enter your email account logon username. We recommend that you uncheck the Remember

password box, since leaving it enabled is a security risk and could allow others to access your
email. If you are the only user of your workstation and it is secure from access by others, you

may wish to enable it. Click on Next.
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Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsword pour Intermet service provider hag given pou.

Account name: Ial:u:d[ﬂ 23

Pazsword; I

I~ Bemember password

[F wour [nternet zervice provider requires you o uge Secure Pazsword Authentication
[SP&] to access vour mail account, zelect the 'Log On Using Secure Pazsword
Authentication [SPA]' check box.

I Log on using Secure Password Authentication [SP4]

< Back I Heut > I Cancel Help

7. On the next screen you may be prompted as to how you connect to the Internet. Select the
appropriate option. For example if you are directly connected to a home or business network,
select [Connect using my local area network (LAN)]. If you use a modem to dial up to an
Internet Service Provider, select [Connect using my phone line]. Then click on Next.
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Internet Connection Wizard

If you already have an account with an Internet zervice provider and hawve obtained all
the neceszan connection information, you can connect bo pour account Lging Lour
phone line. If you are connected to a local area nebwork, [LAM] that iz connected to the
Internet, vou can access the Intermet over the LAN.

YWhich method do vou want to uge to connect ta the Internet?

£ Connect uzing my phone line

& ‘Connect uzing my local area network, [LANE

£ | will establizh my Internet connection marually

< Back I Heut > I Cancel Help
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Internet Connecktion Wizard

If you already have an account with an Internet zervice provider and hawve obtained all
the neceszan connection information, you can connect bo pour account Lging Lour
phone line. If you are connected to a local area nebwork, [LAM] that iz connected to the
Internet, vou can access the Intermet over the LAN.

YWhich method do vou want to uge to connect ta the Internet?

& ‘Connect uzing my phone ling

£ Connect uzing my local area network, [LAN]

£ | will establizh my Internet connection marually

< Back I Heut > I Cancel | Help |

If you selected the [Connect using my phone line] option, you will now be asked which
dial-up connection to use. Select the appropriate connection (you may only have one) and click
on Next.
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Internet Connecktion Wizard

Dial-Up Connection

The dial-up connection containz the zettings your computer uses to connect to the
|nternet, *ou already have one or mare dial-up connections on vour computer. Either
create a new dial-up connection or use an exizting one. [f you choose an existing
connection, pou can change ite zettings later.

" Create a new dial-up connection

¥ i |22 an existing dial-up connectior

< Back I Heut > I Cancel Help

9. On the next screen just click on Finish.
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Internet Connecktion Wizard

Congratulations

Y'ou have successiully entered all of the information required to set up your account,

To zave theze settings, click Finish.

< Back Cancel | Help |

10. If necessary, get rid of the Office Assistant (paperclip) by clicking on the [Start using
Microsoft Outlook] option (you may not need to do this step.)

Welcome to Microsoft
Outlook!

I'm the Office Assistant,
and my job is to help
you with this application,
© 'See key informatian |

@ Find out about the
Office Assistant
{That's ma!}

@ Start using
Microsoft Cutlook
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11. If the Internet Accounts window isn't visible (see below), select [Accounts] from the [Tools]
menu and if necesary click on the Mai 1 tab.

Internet Accounts

Al Mail | Directory Service I
Aocount | Type | Connection |
abod 23 herald....  mail [default] Local Area Mebworl,

Bropertiez |
Set an efaul |
Impaort... |
Expart... |

Get drder |

Cloze |

12. Select the account that you have created from the list and click on Properties. When the
Properties window appears, click on the Advanced tab. Change the “Outgoing Mail” from 25 to

26. click on oK to close the account properties box, and then on Close to exit from the Internet
Accounts window.
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Generall Sewersl Connection  &dvanced | [MAF I

Server Port Mumberz

Outgoing mail [SMTR]: 20 e Defaults |

[ Thiz server requires a secure connection [S5L)

Incoming mail [IMAP): IE!EB

¥ Thiz server requires a secure connechon [SSLE

Server Timeauts

Shot —F———— long 1 mitute

Sending

" Break apart meszsages |arger than IEEI 3: kB

k. I Cancel | Apply |

13. Your email account is now set up. In order to view the folders for your email account you may
need to click on the [view] menu and choose [Folders]. You will see your new email account
either above or below the outlook Today - [Personal Folders] entry. Alternatively you
should have a new shortcut to the Inbox of your email account in the list under outlook
Shortcuts on the left-hand side of the screen (you may have to scroll down to see it.)
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4% Inbox - Microsoft Dutlook

JEiIe Edit Wiew Favorites Tools Actions Help

J Mew ~ | Sh | gy 2 | 9 Reply $hRely to Al S8 Forwerd | %Send;’Reg&ive | %:Fi_nd | | @ ?

Cutlook Shorkbcuks

H Folder Lisk X| !| K| |?|Q|Fru:um |Su|:uje-:t |Recei...|;|
% abcd0123 herald ox acu | 5 Micr,,. ‘Welcome ko Microsoft Outlook 2,.. Fri2...
EI@ Cutlook, Today - [Personz
----- % Calendar

----- Contacts

----- i@ Deleted Ttems

----- Bk Drafts

..... o

{fﬁa Journal

..... @ Motes LI

-1 Outbo F Wi ft Outlook 2000 T
rom: Microsobt Oukloo o
..... {1 Sent Thems Subject: ‘elcome to Microsoft Outle...  Ce:

Welcome to
El Micros“jj

My Shorkouts

e = W e Al A

Other Shorkeuts || 4 | i _pl 4 |

1 Ttem &

14. In order to check your email, click on Send/Receive below the menus at the top of the Outlook
screen. You will probably be prompted to enter your email account password. Do this and click
on OK.
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