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Changing Account Settings in Microsoft Outlook 2003

These instructions are designed to be a guide to assist in changing your account
settings within Microsoft Outlook 2003 for use with Basiclink. If you have
guestions concerning this document, please call us at 619-522-6771.

With Outlook running, choose the menu option

i Fle Edit View | Tools | Actions Help

e -] - TOOLS and then E-MAIL ACCOUNTS.

[i# Address Book... Cirl+Shift+8

Favorite Folders 4| Organize

__a For Follow Ugl ﬁ Rules and Alerts. ..

All Mail Folders. Mailbox Cleanup...

= %}j Today 3] Empty Deleted Items” Folder s
(&) Deleted Ite Eorms N
L7 Drafts B tt
[ Inbox (1) Macro b
Lgi Junk E-mail ‘ E-mail Accounts...
L= Outbox -

= [ Received Customize. ..

Select View or Change existing E-mail
accounts. Click Next.

E-mail Accounts

E5]

E-mail Accounts
‘You can select an account and change its settings or remove it

Outlook processes e-mail for these accounts in the following order:

Name Type Change...
My Account Settings POP/SMTP (Default)

Deliver new e-mail to the following location:

Today | [ew outiook Data Fike...

< Back ” Finish }[ Cancel

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Qutlook uses.

E-mail

() Add a new e-mail account

(&) View or change existing e-mail accounts

Directory

() Add a new directory or address book
() View or change existing directories or address books

Select your Default account settings.

Click Change.



Below is the main screen we will be working with. In this example, substitute
your domain name anywhere “DOMAIN.COM” appears. Do not capitalize your

domain name.

Your username is your full email address.

Important:  When you complete filling out this page, be sure to click More

Settings.

E-mail Accounts

Internet E-mail Settings (POP3)

User Information

Your Mame: |Sample User

E-mail Address: |sample@DDM.ﬁ.IN.CDM

|:| Log an using Secure Password
Authentication (SPA)

Logon Information

User Name: |cample @DOMAIN.COM |

Fassword: | SP—— |
Remember password

E5]

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

Server Information

Incoming mail server (POR3): |maiI.DDI'~"IAIN.CDI'~"I |

Outgoing mail server (SMTF): |maiI.DDI'~"IAIN.CDI'~"I |

Test Settings

After filling out the information on this screen, we
recommend you test your account by dicking the
button below. (Reguires network connection)

[ Test Account Settings ... ]

More Settings ...

< Back ” Mext = l[ Cancel




After clicking the More Settings button a
new dialog box will appear.

First, Click the Outgoing Server tab.
Now, click the My outgoing server
(SMTP) requires authentication

checkbox.

Basiclink uses outgoing authentication to prevent
your domain from being abused by spammers.

Internet E-mail Settings (&)

General | Outgeing Server | Connection | Advanced

OPTIONAL/ADVANCED
Server Port Mumbers
Click The Advanced Tab. Inconing server (POPT); | [T
[] this server requires an encrypted connection (S5L)
Some Internet providers block all outgoing Outgeing server (SMTP): | 25
(SMTP) ports except their own. [] This server requires an encarypted connection (S5L)
Server Timeouts
If you are unable to SEND email, you e Eepaaa

may choose to change the setting on
this screen for the Outgoing Server
(SMTP) from 25 to 366 |f Sending Leaveacopy of messages on the server

email continues to fail, please contact [l Remove: from server after | 5 [l days

your internet provider to use their [ ]remove from server when deleted from ‘Deleted Items'
settings.

Delivery

You may choose to leave a copy of

messages on our server. If so, check
the appropriate boxes under the [ ok ][ cancel |
Delivery section.

While there is no hard set limit on your email account, it is advised to set this to a
maximum of 14 days. If your email account accumulates a significant amount of
email, we may contact you to “clean things up.”



