SETTING UP POP3 EMAIL IN OUTLOOK
ASMANDS MARKETING & TRAINING AIDS

| Step-by-Step Instructions on Setting Up Your Email in Outlook 2003

e Open Outlook Inbox - Microsoft Outlook

¢ Go to Tools > Email Accounts i Fle Edt Wew Go | Tooks | Actions Help  Adohe PDF
e Select Add a new e-mail account 2 N ainey | SendReceie v
e Click Next Find v
e Select POP3 click Next TR | Address Book...  Cerl+Shift+B
e A dialogue box appears asking for information. Favorie Folders Rt Ml

o Fill everything out as follows: ‘ (3 Inbox (2) | E-mail dccounts...
NOTE: Do NOT click Next until you finish =) I
all steps:
) E-mail Accounts g]
User Information o
—) T Internet E-mail Settings (POP3)
...Your Name: This is a free text area. Each of these settings are required to get your e-mail account working,
I used my first name only.
...Email Address: Your nj awbo email =) User Information . Server Information
Your Mame: Diane Incoming mail server (POP3):  |popPa, njawbounion.org
w E-mail Address: |antanio@njawbounion.org | Dukaaing mail server (SMTPY: | cbp, njawbaunion.org
...Incoming mail server (POP3):
POP3 . nj aWbOU niOI’] .0 rg _|> Logon Information Test Settings
...Outgoing mail server (SMTP): orne st 40 gt e o ot s e
Smtp A nj awbou nio n.o rg Passward: kb button below. (Requires network connection)
Remember password -
— |
LOg on I nfO rm atl on |:| Log on using Secure Password

Authentication (SPA)

More Settings ...

...User Name: your njawbo email e.qg.
dantonio@njawbounion.org

...Password: the password Lori gave A
you. Mine was consult4u. Not sure if <tack [ o> |] [ conce
everyone's is the same.

Very important step within this dialogue box:

= Click More Settings ...
Select the 2nd tab named Outgoing
Server and check the top box for My
outgoind server (SMTP) requires
authentication

= Click OK

= Click Test Account Settings ...

= Click Next

REFRESH INCOMING/OUTGOING MAIL

To refresh your incoming email:
Go to Tools > Send/Receive > Send/Receive All

] Inbox - Microsoft ©.uook

! Fle Edt Y Go | Tools | Actions Help  Adohe PDF

Or N SendfReceive M serdipecsies /' Fo
Click F9 on your keyboard ~fmd v senda—
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