The following are instructions for setting up your email account in Microsoft Outlook.
(The version used here is 2003 however the basics are carried over for most versions.

Open Outlook
Go to Tools
Select email accounts

Inbox - Microsoft Outloock

S Find | [ Tvpe a contact ko find - | @

Folder List Address Book,..  Ctrl+-shift+8

Organige Subject Received  © A

= 4t Personal Folders Maiboy Cleanup... There are no items ko show in this view,

] calendsr Empty "Deleted Items" Folder

8 Contacts

5 Deleted Items (et e

[ Drafts Macro ,

(13 Inbox

38 ourmal E-mail ccounts. .

[ Junk E-mail Customize. .

o] Motes

[ outbox e,

[ Sent Items | Run VG User Interface

| Tasks

[ search Falders

Folder Sizes
Data Fils Management...

0 Items
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The following window opens, please choose Add a new email account”
Select Next

3 E-mail Accounts

This wizard will allow you to change the e-mail

accounts and directories that Dutlook uses. |Rg(gwgd A Size |V

E-mail There are o items ko show in this view,

@ Add anew e-mail account
) Wiew or change existing e-mai accourts

Directory

) iadd anew dectory or address book
O View ar change existing directories or addvess books

0Items
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Choose POP3
Select Next

E-mail Accounts

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

|Received T Size v

(O Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public Folders, and share
documents.,

®ror3
Connect to 3 POR3 e-mail server to download your e-mall,

O 1Map
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
Folders.

CHTTP
Connect to an HTTP e-mail server such as Hatmail to download e-mail and
synchronize maibox Folders,

() Additional Server Types
Connect to another workgroup or 3rd-party mai server,

There are no items ta shaw in this view,

< Back i RMext > i Cancel

0 Ttems
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Fill in the information

Your Name — What you want to display when someone receives an email from this
account

Email address — email address that was assigned to you

Incoming Mail Server — mail.mightyhost.ca

Outgoing Mail Server — mail.mightyhost.ca

User Name — is the full email address that was assigned to you

Password — password assigned to you

[ Inbox - Microsoft Outlook
e ools  Artions  Help

- [=][x]

Type & question for help =

2 2 | @
Folder List
All Folders *| [ @|From | subject |Received Size %

= &4t Personal Folders
ﬁ Calendar
8] Contacts
3 Deleted Ttems
@ Drafts
[ Inbox
S Joumal
(23 Junk E-mail
|| Notes

(5] outbox E-mail Accounts |X‘

[ sent Teems Internet E-mail Settings (POP3) i
3] Tasks N

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

There are no items ko show in this view,

(1) Search Folders

Falder Sizes

User Information Server Information
Data File Management...

Your Wame:  [Test Account Tncoming mail server (POPE) gl mightyhost ca
E-mai Address: |vestaccount@mightyhost.  Oubgaing mai server (SMTPY: | mai. mightyhost, ca

Logon Information Test Settings

User Hame: stacrount@mightyhast.ca | After filing out the information on this screen, we

recommend you kest your account by clicking the

Password: button below. (Requires network cannection)
[“]remember password
Test Account Settings ...
[[]Log on using Secure Password
Authentication (SPA) bt

f

|
Cancel

0 Items

Once you have entered the information please select More settings
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Under the General Tab
Name the account (this is optional and useful if you have more than 1 email account on

your computer

[ [=]]

[8 Inbox - Microsoft Outlook

*| [ @|From subject

Received

Type & question for help =

5

= &4t Personal Folders
ﬁ Calendar
8] Contacts

3 Deleted Ttems
@ Drafts
[ Inbox
S Joumal

(23 Junk E-mail

There are no items ko show in this view,

[ogan

Authen

|| Notes
N
=) Outbox E-mail Mccounts
E?e”l:tems InterneNe-mail Settings (POP N
ad —
(53 Search Folders 22 \nternet E-mail Settings |5\ %
. Gaqeral | outgoing Server || Conmection | Advanced |
User Info
Data File Management... MaiNccount
Kt & name by which vou would lke b refer o this ryhast. ca
e accoult. For example: “ark! or "Microsoft Mail Server' e
Test Account| |
Logon Inff
Other User Information
User Name : sen, we
Organization: | | g the
Password:
Reply Emal: | | s}

jore Settings ...

) (o

0 Items
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Select the Outgoi
Ensure thereisac
authentication”

Ensure there is a “DOY” on the “Use same settings as my incoming server” line

g Server tab
eck mark in “my outgoing server (SMTP) requires

Inbox - Microsoft Outlook |Z||E||XI
Type a question forhelp =

FolderL

All Folders * [ @|From | Subject
=) 2! Personal Falders

] Calendar

85 Contacts
& Deleted tems
(7] Drafts
[ nbox
& Joumal
3 Jurk E-mail
o] Mates

Outbax

|Received T

There are no items ta shaw in this view,

E-mail Accounts

[ Sert Thems Internet E-mai
] Tasks Bl Internet E-mail Settin
(3 search Folders £~
— General | Outgoing Server | Cannection | Advanced

Sl : User Info
AlalleeNa0emeit s []My autgoing server (SMTP) requires authentication

Your Name: tvhost.ca

(5} Use same settings as my incoming mail server

O Log on using bvhost.ca

Logon Infi

Uz Remember password cene
Y P king the:
Password: Log on Using Secure Password Authentication (SPA) ion)

(O Log on ko incoming mail server before sending mail

[togon

Authen lore Settings ...

) (o

0 Ttems |

s Start Inb
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Select the Advanced tab

=) 2! Personal Falders
] Calendar

85 Contacts

& Deleted tems

(7] Drafts

[ nbox

& Joumal

31 Junk E-mall

o] Mates

Outbax

| Type 2 contact to Find

E-mail Accounts

Internet E-mail Settings

[ Sent Ttems Internet
| Tasks Each
L3 search Folders
Folder Sizes User Infor
Data File Management...
“our Narne:
E-mail Addr}
Lagon Inff
User Name:
Password:

[togon

Authen

General [Outgoing Server " Cunnectionl Advapfed ]

Server Port Mumbers

Use DeFaults

Incoming server (POP3):

There are no items ta shawfin this view,

tvhost.ca

[ This server requires an encrypt®d connection (S5L)

Outgaing server (SMTR):

[ This server requires an encrypted connection (S5L)

Server Timeouts

short 7 Long

1 minute

Delivery

[[Leave a copy of messages on the sarver

Remove from server after days

Remove from server when delsted from 'Delated Ibems'

tvhost.ca

een, we
kirg the:
ion)

|Received T

lore Settings ...

) (o

0 Ttems

Everything is now complete
Select OK

Select Next

Select Finish

At this point your account should be setup
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