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New Email Setup

1. Open Outlook 2003.
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2. Go to the Tools Menu and select Accounts
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3. Select ‘Add a New e-mail account & click next

E-mail Accounts

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

E-mail

% add a new e-mail account

C YWiew or change exisking e-mail accounts

Directory

™ add a new directory or address book

™ Wiew or change existing directories or address books

< HArk: I Mext = I |nse

3. Select POP3 & Click Next

E-mail Accounts

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

{” Microsoft Exchange Server

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

 pOP3
Cannect to a POP3 e-mail server ko download your e-mail,

" IMap
Cannect to an IMAP e-mail server to download e-mail and svnchronize mailbox
folders.

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

" additional Server Types

Connect to another workgroup or 3rd-party mail server,

< Back I Mext = I Cancel

4. Fill in the required field as listed below & click Next
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E-mail Accounts x|

Internet E-mail Settings (POP3)
Each of these settings are required ko gek wour e-mail account working.

User Information Server Information

Your Mare: I\"'C""r Tame Incorming mail server (POP3): |mai|.scte|u:u:u.net.au

E-mail Address: |username@sctelu:c:.net.au Sutgaing mail server (SMTP: |smt|:u.su:te|u:c:.net.au

Logon Information Test Settings

User Mame: Iusername@sctelcu.net.au &fter filling out the information on this screen, we
recommend you best your account by clicking the

Passward: |**********| button below, (Requires network connection)

v Remember password
Tesk Account Sekkings ... |

r Log on using Secure Password

Authentication (SPA) More Setkings |

< Back I Mext = I Cancel |

5. Click the Finish Button.

E-mail Accounts X|

Congratulations!

You have successfully entered all the infarmation required ko
setup your account,

To close the wizard, click Finish,
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Remove Old Account

1. Open Outlook 2003.
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2. Go to the Tools Menu and select Email Accounts
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3. Select ‘View or change existing e-mail accounts’ & click Next
E-mail Accounts x|

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

E-mail

" add a new e-mail account

< T Miew or change existing e-mail accounbs—

Directory

" Add a new directory or address book

7 Wiew of change existing directories or address books

< HACH: I Mext = I Close |

4. Highlight the account you wish to delete and click the Remove button.

E-mail Accounts x|

E-miail Accounts
You can select an account and change its settings or remove it.

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

I Tvpe | Change. .. |
FOPJSMTR (Default)
POPJSMTE Add...

Rermove

Set as Default

I

Maowe g

Move Down

L

Deliver new e-mail ko the Following location:
Personal Folders j Mew Outlook Data File, .. |

]

< Back Finish Cancel
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5. Click Yes.
Account Manager ]
\?.) Are wou sure you wank to remove the ‘mail, scheloo,net, au' account?
Mo
6. Click the Finish Button.
E-mail Accounts x|
E-mail Accounts
You can seleck an account and change its setkings or remove ik,
Cutlook processes e-mail For these accounts in the Fallowing arder;
Mame | Tvpe | Change. .. |
PORJSMTE (DeFault)
add...
Remove |
Set as Defaulb |
Mene U
[Vloe Do |
Deliver new e-mail to the Following location:
Personal Folders j Mew Qutlook Data File, .. |
< Back I Finish I Cancel
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Change Timeout Period

1. Open Outlook 2003.

utlook Today - Microsoft Outlook

TR
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2. Go to the Tools Menu and select Accounts
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3. Select ‘View or change existing e-mail accounts’ & click Next

E-mail Accounts

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

E-mail

" add a new e-mail account;

T Yiew or change existing e-mail accounksi—

Directory

™ Add a new directory or address book

7 Wiew or change existing directories or address books

<= BAck: I Mext = I Close

4. Highlight the account you wish to delete and click the Change button.

E-miail Accounts

E-miail Accounts
You can select an account and change its settings or remove it,

x|

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

I Tvpe | Chanige...
ail, ,d POPISMTP (Default)
rnail, schelon, net, au POPISMTP

Remove

Set as Default

it

Move g

L

Mo Down

Deliver new e-mail ko the Fallowing location:

Personal Folders j Mew Qutlook Data File. .. |

]

< Back Finish Cancel

5. Click on the More Settings Button.
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E-mail Accounts

Internet E-mail Settings (POP3)
Each af these settings are required bo get yaur e-mail account warking.

User Information Server Information

Your Mame: |‘|"Dur Name Incorning mail server (POP3): |mail.sctelcn.net.au

E-mail Address: Iuser@sctelca.net.au Cukgaing mail server (SMTR): Ismtp.sctelca.net.au

Logon Information Test Settings

User Marne: Iuser@sctelcu.net.au After filling out the information on this screen, we
recommend wou test wour account by clicking the

Passwiord: I******** button below, (Requires network connection)

¥ Remember passwiord
Tesk Accounk Setkings ... |

H Log on using Secure Passwiord

Authertication (SPA) More Settings ... |

< Back I Mext = I Cancel

6. Click on the Advanced Tab

Internet E-mail Settings x|

izeneral |0utg|:|in-;| Server I Conneckion I

Mail Account

Type the name by which you wauld like ko refer ko this
accounk, For example: “work! or "Microsoft Mail Server”

Cther User Information

Qrganizakion: I

Reply E-mail: I

Ik I Zancel
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7. In the middle of the page, you will have the Server Timeouts bar. Drag the
bar to the Right hand-side. Click the OK Button

Internet E-mail Settings x|

General | Qukgoing Server | Connection  Advanced I

Server Port Mumbers

Incoming server (POPS: I Use Defaults |

[ This server requires an encrypted connection (S5L)

Qukgoing server (SMTP): I Z5

[ This server requires an encrypted connection (S50

1 minuke

Delivery

[T Leave a copy of messages on the server
™| Remove From server afterf 10 == days

™ Remove From server when delebed from Deleted Ibems'

oK I Zancel |

8. Click the Next Button
x|

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working,

User Information Server Information

Your Mare: |~f.:,._|r Marie Incoming mail server (POP3): |mai|.scte|u:u:u.net.au

E-mail Address: Iuser@sctelco.net.au Cubgaing mail server (SMTP): Ismtp.sctelco.net.au

Logon Information Test Settings

User Mame: Iuser@sctelco.net.au After filling out the information on this screen, we
recammend you test wour account by clicking the

Password: I******** buttan below, (Requires nebwork connection )

W Remember password
Test Account Settings ... |

r Log on using Secure Password

Authentication [SPA) More Setkings ...

< Back Cancel
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9. Click the Finish button.

E-mail Accounts

E-miail Accounts
You can seleck an account and change its settings ar remove it.

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

| Type | Change...
ka, POPSMTP (Default)
mail . sckelon.net. au POR[SMTP

Remave
Set a5 Defaulk

Mowe U

i

Mawe Down

Deliver new e-mail to the Following location:
Personal Folders j Mew Qutlook Data File, . |

]

< Back Finish

Cancel

12
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Leave Copy of Message On Server

4. Open Outlook 2003.
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5. Go to the Tools Menu and select Accounts
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6. Select ‘View or change existing e-mail accounts’ & click Next
E-mail Accounts . x|

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

E-mail

™ add a new e-mail account

<1 Miew or chanoe existing e-rmail accounfs—

Directory

" Add a new directory or address book

" View or change existing directories or address books

<= Back: I Mext = I Close |

4. Highlight the account you wish to delete and click the Change button.
x|

E-mail Accounts
‘ou can seleck an account and change its settings or removwe ik,

Cuutlook processes e-mail for these accounts in the Following order:

| Type | Change...
POP[SMTP (Default)
mail, sckelco,net, au POR/SMTP

Rermove

it

Set as Default

Mewe ldm

f

Mowe Dawan

Deliver new e-mail to the Following location:

Personal Folders j Mew Qutlook Data File, .. |

< Back Finish Cancel

]
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7. Click on the More Settings Button.
E-mail Accounts x|
Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working,
User Information Server Information
Your Mame: I\'f':"-'r Mame Incoming mail server (POP3: |mai|.5n:teln:n:|.net.au
E—I‘ﬂa“ F'.ddrESS: Iuser@sctelculnet.au QLIth:IiI'lI;I IT|E|I| SErver |:5MTP:|: Ismtplsctelculnetlau
Logon Information Test Settings
User Marne: Iuser@sctelcn.net.au After filing out the infarmation on this screen, we
recammend wou best waur account by clicking the
Password: I******** butkon below, (Requires network conneckion
¥ Remember passwaord
Test Account Settings ...
I Log on using Secure Password
Aukhentication (SPA) Mare Sethings ...
< Back I ek = I Cancel

8. Click on the Advanced Tab

General Ioutgoing Server | Connection I

Mail Account

Type the name by which you would like to refer to this
account. For example: "Work! or "Microsoft Mail Server”

Other User Information

Organization: |

Reply E-mail: |

Cancel
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9. Tick the following boxes.

Leave a copy of the messages on the server
Remove from server after 10 days

Remove from server when deleted from ‘Deleted Items’

Internet E-mail Settings x|

General | Cutgoing Server | Conneckion  Advanced |

Server Pork Murnbers

Incorming server (FOP3): I 110 Use Defaults |

[~ This server requires an encrypted connection {S5L)

Cukgoing server (SMTPY: I 25

[~ This server requires an encrypted connection {551

Server Timeouks

Short = fF————— Laong 1 minute

¥ Leave a copy of messages on the server

v Remove From server aFterI 10 3: days
¥ Remove From server when deleted From ‘Deleted Thepme?

(a4 I Zancel
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10.Click the Next Button

E-mail Accounts

Internet E-mail Settings (POP3)
Each af these sethings are required to get vour e-mail accaunt warking.

User Information Server Information

Your Mame: I\"Dur Marie Incoming mail server (POP3): Imail.sctelcu.net.au

E-mail Address: Iuser@sctelco.net.au Cutgoing mail server (SMTPY: Ismtp.sctelco.net.au

Logon Information Test Settings

Lser Marme: |user@sctelcu.net.au After filling out the information on this screen, we
recommend vou kest your account by dicking the

Password: I******** buttan below, (Requires netwark connection

v Remember password
Test Accounk Settings ... |

r Log on using Secure Password

Authentication (SPA) More Settings ...

Cancel |

11.Click the Finish button.

E-mail Accounts

E-mail Accounts
You can select an account and change its settings or remove it,

Dutlook processes e-mail for these accounts in the Following order:

I Tvpe I Channe...
rmail. mzdata.canm, POPJSMTP (Default)
rmail, sckelco.net. au POPJSMTR

Remove
Set as Default
Mawe o

Move Down

i

Deliver new e-mail ko the Following locakion:
Personal Folders j Mews Outlook Data File. . |

]

< Back Finish

Cancel
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