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New Email Setup 

 
1. Open Outlook 2003. 

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

 
 
3. Select POP3 & Click Next  

 
4. Fill in the required field as listed below & click Next  
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5. Click the Finish  Button.   
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Remove Old Account 

 
 
1. Open Outlook 2003. 

 
 
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   

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

 
 
6. Click the Finish  Button. 
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Change Timeout Period 

 
 

1. Open Outlook 2003. 

 
 

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

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

 
5. Click on the More Settings  Button. 
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6. Click on the Advanced  Tab 
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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 

 
 
8. Click the Next  Button 
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9.  Click the Finish  button. 
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Leave Copy of Message On Server 

 
 

4. Open Outlook 2003. 

 
 

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

 
 
4.  Highlight the account you wish to delete and click the Change  button. 
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7. Click on the More Settings  Button. 

 
 

8. Click on the Advanced  Tab 
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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’ 
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10. Click the Next  Button 

 
 

11. Click the Finish  button. 

 


