
 
 
 
 
 
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 
questions concerning this document, please call us at 619-522-6771. 
 
 

With Outlook running, choose the menu option 
TOOLS and then E-MAIL ACCOUNTS.   
 
 
 
 
 
 
 
 

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

 
 
 
 
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. 
 
 
 

 
 
 
 
 
 
 
 
 
 



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. 
 
 
 
 
 
 
 

 
 
 
 
 
OPTIONAL/ADVANCED 
 
Click The Advanced Tab. 
 
Some Internet providers block all outgoing 
(SMTP) ports except their own.   
 
If you are unable to SEND email, you 
may choose to change the setting on 
this screen for the Outgoing Server 
(SMTP) from 25 to 366.  If sending 
email continues to fail, please contact 
your internet provider to use their 
settings. 
 
You may choose to leave a copy of 
messages on our server.  If so, check 
the appropriate boxes under the 
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.” 
 


