This guide will help you fix errors in the setup of an email account in Outlook 2002 or

2003.

Check existing account settings

1. Launch Outlook 2002/2003

2. Select Tools from the top menu bar and then E-mail Accounts
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View or change existing account settings

3. Select View or change existing e-mail accounts and then click Next
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

" add a new e-mail account
' View or change existing e-mail accounts

Directory

" add a new directory or address book
" View or change existing directories or address books
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Select the relevant account

4. Select the relevant account and then click Change
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E-mail Accounts
‘You can select an account and change its settings or remove it.

Outlook processes e-mail for these accounts in the following order:
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Check your settings

5. Check that:

E-mail Address is correct

Incoming mail server starts with mail. followed by your domain name
Outgoing mail server (SMTP) starts with smtp. followed by your domain name
User Name displays your full email address

Password is correct

6. Once your settings look like the settings shown in this screenshot, click More

Settings...
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Internet E-mail Settings (POP3)

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

User Information

Your Name: I Name Sumame

E-mail Address: I you@your-domain.com

Logon Information

User Name: I you@your-tomain.com

Password: I*************

[V Remember password

[ Log on using Secure Password
Authentication (SPA)

Server Information

Incoming mail server (POP3): Imail.:mur«domain com

Outgoing mail server (SMTP): I::mtp.yu ur-domain .com

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 Settings ...

More Settings ... I
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Outgoing Server settings

7. Select the Outgoing Server tab

8. Ensure that the My outgoing server (SMTP) requires

authentication checkbox is ticked

9. Ensure that you have selected Use same settings as my incoming mail

server.
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General Outgoing Server lConnectionl Advanced |

V' My outgoing server (SMTP) requires authentication

' Use same settings as my incoming mail server
" Log on using

User.Mame; I

Password; I

¥ ' Remember password

r Log onusing Secure Password Authentication (SP4A)

" Log on to incoming mail server before sending mail
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Advanced settings

10. Select the Advanced tab

11. Ensure that your settings look like the settings shown in this screenshot. In

particular, check that

e Thelncoming server port is 110 for POP or 143 for IMAP
e The outgoing server (SMTP) port is set to 587

e Not ticked: This server requires an encrypted connection (SSL)

12. Click OK, then Next and Finish.
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I Remove from server when from Deleted Teems®

Your email account should now be set up correctly.



