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Introduction

This guide covers the setup of Outlook 2003 for use with with Mailcustodian's servers. It covers
SMTP-AUTH and POP3 connections and ensure the most efficient way of sending and receiving
mail.

Setup
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«  Click on Tools

+  Click on E-mail Accounts to bring up Figure 2

Figure 2
E-mail Accounts |
E-mail Accounts
‘You can change the e-mail accounts and directaries that Gutlook uses. E
E-mail

7 Add a new e-mail account

= View or change existing e-mail accounts

Directory
" add a new directary or address book.

= View or change existing directories or address books

< Back I Mext » I Close

« Select Add a new e-mail account

+  Click on Next to continue which brings up Figure 3
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Figure 3

E-mail Accounts 21|

Server Type
You can choose the bype of server your new e-mail acount will work with, p

¢ Microsoft Exchange Server
Connect ko an Exchange server to read e-mail, access public Folders, and
share documents,

' POP3
Connect ko a POP3 e-mail server to download
your e-mail,

 IMAP
Connect ko an IMAP e-mail server to download e-mail and synchranize
mailboz Folders.

I HTTR
Connect boan HTTP e-mail server such as Hotmail o dovinload e-mail and
synchronize mailbox Falders.

" additional Server Types
Connect ko another workgroup or 3rd-party mail server.

< Back I Mext » I Cancel

- Select POP3
«  Click on Next to bring up Figure 4

Figure 4

E-mail Accounts g e

Internet E-mail Settings {POP3) @

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

User Information Server Information

Your Mame: IJDE Blogas Incoming mail server (POP3): IpopS.maiIcustodian.co.uk
E-mail Address: Ijoe.hloggs@bloggs.com Outgoing mail server (SMTP): Ismtp.mailcustodian.co.uk

Logon Information Test Settings
User Mame: I— After Filing out the information on this screen, we

jine. bloggs@tloggs. comn recommend you kest your account by clicking the button
Passwoard: I********| below, {Requires network connection)

¥ Remember password Test Account Setkings ... |

| Log on using Secure Passwaord

Authentication (SPA) More Settings |
< Back I et = I Cancel I

- Enter
«  Your name
+  E-mail address including domain name ie joe.bloggs@bloggs.com
«  Username supplied by Mailcustodian. Usually the the same as your e-mail address
- Password as supplied by Mailcustodian
+ Incoming mail server — Always pop3.mailcustodian.co.uk
+  Outgoing mail server — Always smtp.mailcustodian.co.uk

«  Click on More Settings to bring up Figure 5
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Figure 5

Internet E-mail Settings

2]
General  Outgaing Server | Connection | Advanced
v My outgoing server (SMTP) requires authentication

' |lse same settings as my incoring mail server

" Log on using

User: ldamet I

Password: I

¥ Remember, password

I Log on using Secure Password Suthentization

" Log on to incoming mail server before sending mail

Cancel |

On Outgoing Server tab
Click My outgoing server (SMTP) requires authentication

Make sure Use same settings as my incoming mail server is selected

Select Advanced tab to bring up Figure 6

Figure 6
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Internet E-mail Settings

General | Outgoing Serverl Connection  Advanced |

Incoming server (POP3): 110 Use Defaulks |

[~ This server requires an 55L-secured connection {551

57|

™ This server requires an S5L-secured connection (S5L

Server Port Mumbers

A\ Outgaing server (SMTPY:

Server Timeouts

Short = F————— Long

1 minute

Delivery

™ Leave a copy of messages on the server

I™ | Remove From server after| 10 3: days

I Remave from sepver when deleted From ‘Deleted Ttems!

[ o 1]

Cancel |

Make sure Qutgoing server (SMTP) port is 587 at point (A)
Click OK to go back to Figure 4

At Figure 4 click on Next and then Finish to complete the Outlook 2003 installation
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