Outlook 2002/2003

1. In Microsoft Outlook select Tools and click on E-mail Accounts.
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2. Select Add a new e-mail account and click on Next.
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E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Ouklook uses

E-mail
f* add a new e-mail account

™ Wiew or change existing e-mail accounts

Directory
™ Add a new directory or address book

™ Wiew or change existing directories or address books
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3. Select POP3 and then click on Next.
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Server Type
You can choose the bype of server your new e-mail acount will wark with,

i Microsoft Exchange Server

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

* poOP3

Connect ko a POPS e-mail server to download
wolr e-mail,

i IMAP

iZonneck to an IMAP e-mail server to download e-mail and synchronize
mailbos: Folders,

" HTTP

Cannect ka an HTTP e-mail server such as Hatrail to download e-mail and
synchronize mailbox Folders.

" additional Server Types
iZonnect to another workgroup or Srd-parky mail server,
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4. Enter the following information:

* Your name: Enter the name the way you want it to be displayed.

* E-mail Address: Your SpinTel email address

e Username: Your SpinTel username/email address (without @spin.net.au)
* Password: SpinTel email address password

* Incoming mail server: pop3.spintel.net.au

* Outgoing mail server: smtp.spintel.net.au

Then click on More Settings.



E-mail Accounts

Internet E-mail Settings {POP3)

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

User Information

Your Mame: I

E-mail &ddress: I

Logon Information

ser Mame: I

Passwaord: I

¥ Remember password

I Log on using Secure Password
Authentication (5P

Server Information

Incoming mail server (POP3): I

Qutgaing mail server (SMTRY: I

Test Settings

after Filling out the information on this screen, we
recommend yaou kest wour account by clicking the butkon

below. (Requires network conneckion)

Test Account Settings ...

| Mare Settings ...
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5. Select Advanced and make sure Incoming server port is set to 110 and
outgoing server port is set to 25, then click OK.
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General | Outgoing SEwerI Conrection  Advanced |

Server Pork Mumbers

Incoming server (POP3): 110 Use Defaulks |

[ This server requires a secure connectkion (5501

Cutgaing server (SMTP): 25

[T This server requires a secure connection (5501

Server Timeouks

Shart = F————— Long 1 minute

Delivery

[ Leave a copy of messages on the server

I Remove from server aFterI 10 3: days

I Remaove from server when deleted Fraom 'Beleted Items!

ak. Cancel

Click on Test Account Settings to confirm successful setup as shown below
and click on Next.



Test Account Settings

iZongratulations! All tests completed successFully, Stap I
Click, Close ko conkinue,
Close
Tasks | Errors I
Tasks Skatus

\/ Eskablish network conneckion Zompleted

v"" Find outgoing rmail server (SMTR) Zompleted

v"'{ Find incoming mail server (POP3) Zompleted

v"" Log onto incoming mail server (POP3) Zompleted

v"" Send kest e-mail message Zompleted
E-mail Accounts ki

Congratulations!

You hawve successfully entered all the information required o setup wour accounk,

To close the wizard, click Finish.
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