Setting up an Outlook 2002(XP) or Outlook 2003 email account for the
first time.
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1. Click the Outlook icon to open this program.

Note: If the icon is not on your desktop, click Start and then look for the icon in
your list of programs.

The Outlook main page displays.
2. Click the Tools menu.
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3. Select Email Accounts.
The Email Accounts screen displays.

4. Select Add a new email account.



E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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5. Click Next.
The Service Type screen displays.
6. Click the radio button beside POPS3.
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Youl can choose the type of server your new e-mad account will work with, |

{Jticrosoft Exchange Server
Connect to an Exchange server bo read e-mai, scoess public folders, and share
documents.
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Connect to another workgroup or 3rd-party mad server.
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7. Click Next.



The Internet Email Settings (POP3) screen displays.

8. Inthe Your Name field, type the name that you want to display in your outgoing
email messages.
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9. Inthe Email address field, type your Email address. For example,
johndoe@bellsouth.net.

10. In the Incoming mail server (POP3) field, type your email service mail server

11. In the Outgoing mail server (SMTP) field, type your email service mail server

12. In the User Name field, type your account user name.

Note: This is generally the same as your email address. Contact your email provider
regarding the exact format of your email username.

13. In the Password field, type your email password.
14. Click Next.



The Congratulations screen displays.
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Congratulatbsns!

You have sucorssfully entered ol the infarmation requined to
sehup your SCOoUrE,

To close the wizard, chok Finigh,

15. Click Finish.



