Setting up Outlook 2000

To configure email accounts in Outlook 2000 please follow these simple 10 step-by-step
instructions.

Step 1
Go to the top menu ‘tools’ and click on the link ‘accounts’.
Click on the ‘mail’ tab at the top as shown.

Click on the ‘Add’ button on the right-hand side of the window and select the option ‘mail’. This
will take you into a wizard.
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Step 2
Enter your name. This will allow people who receive your email to identify who you are.

Internet Connection Wizard

Your Hame

“When pou zend e-mail, your name will appear in the From field of the outgoing mezzage.
Type pour name az you would like it to appear.

Dizplay name: |I'-.-1_|,| e

Faor example: John Smith
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Step 3
Enter your email address. Make sure you have created a mailbox prior to this point. This will
collect the email sent to this address.
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Internet E-mail Address

Your e-mail address is the address other people uze to send e-mail meszages to you.

E-mail address: |name@mydu:umain.mrr‘

Faor example; someone@microsaft. com
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Step 4
Enter your incoming and outgoing mail servers as shown. Please check your control panel for
confirmation that these addresses are correct to your account.

Internet Connection Wizard [Z|

E-mail Server Names

by incoming mail zerveriza |POP3 - | zErver

Incoming mail [POP3 ar IMAP] zerver:

mail. harrogatehosting, oo, uk,

A SMTP zerver iz the zerver that iz uzed for your autgaing e-mail.

Outgaing mail [SMTP] zerver:

smtp. harrogatehosting, oo, uk,
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Step 5
Next step is to add your account details that connect to your mailbox. These are confirmed in
your control panel and the password is the one you chose not your control panel password.

Internet Connection Wizard [$_<|

Internet Mail Logon

Type the account name and pazsword your Internet service provider hag given you.

Accaunt name: |name@accnuntname

xxxxx)1

v Remember pazsword

Paszword:

[f wour [nternet service provider requires vou to uze Secure Paszword Authentication
[SPA] o access vaur mail account, select the 'Lag On Uzing Secure Passward
Authentication [SPA) check box.

[ Log on wzging Secure Pazsward Authentication [SP2)
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Step 6
Select how you connect to the Internet. If unsure contact your network administrator.

Internet Connection Wizard

If you already have an account with an Intermet zervice provider and have obtained all
the neceszan connection information, vou can connect o pour account Lging your
phone line. If you are connected to a local area network, [LAN] that iz connected to the
Intermet, pau can access the Intermet over the LAN.

“Which method do vou want to use bo connect to the Intemet?

" Connect using my phone line

{* Connect using my local area netwark, [LAME

7 | will establish g Internet connection marally
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Internet Connection Wizard

Congratulations

Y'ou have successfully entered all of the information required to 28t up pour accont,

To zave theze settingz, click Finish.
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Step 7

Go back to the menu ‘tools’ and click on *accounts’ as in Step 1. This time you should see your
new mail account listed. Select the new account by clicking on it once and then click on the
‘Properties’ button on the right hand side.
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