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Choosing Microsoft Outlook 2003

We begin by selecting the -

Start button and choosing charles robbins
Microsoft office Outlook on the
Start menu. © ot Ly Oocumenks
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Outlook 2003 Startup Wizard

The Outlook 2003 Outlook 2003 Startup
Startup wizard will
begin. We choose the
Next button to
continue.
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Outlook 2003 Startup

Welcome to the Cutlook 2003 Starkup wizard, which will

guide wou through the process of configuring Outloak,
2003,
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Email Accounts

We can configure
Outlook to connect to an
Internet Email server or
an Exchange server by
opting for the Yes radial
button. We pick the
Next button to continue.

Account Configuration

E-mail Accounts

¥ou can configure Dutlook to connect to a Microsoft Exchange Server, Internet
E-mnail, or ather E-mail server, Wauld you like ta configure an E-mail accounk?
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Server Type

We then choose our E-mail Accounts
server type and we will Server Type
Opt for our Organ Izatlon.s Yol can choose the bype af server wour new e-mail account will wark with,
Exchange server. We .. :
{*) Microsoft Exchange Server:
pUSh the N eXt bUttOn tO Connect bo an Exchange server to read e-mail, access public Folders, and share

documents,
carry on. ) POP3

Conneck o a POP3 e-mail server ko download wour e-mail,
O IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.,

{JHTTP

Caonneck ba an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

i) Additional Server Types

Connect to another workgroup or 3rd-party mail server,
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Microsoft Exchange Server Settings

Our Exchange Server E-mail Accounts 3
name |S bl’adfOTd- Exchange Server Settings
5gf9Wd . Ot|S . Iocal and Youl can enker the required information to conneck ko your Exchange server,
our username is charles | o
. Type the name aof your Microsoft Exchange Server computer, For information, see wour
robbins. We select the system admiristrator.
Microsoft Exchange Server:  |bradford-Sgfowd, otislocal

CheCk Name bUtton to [¥] Use Carched Exchange Made
verify the account.

Type the name of the mailbox set up for wou by wour administrator. The mailbox name
is usually wour user name.,

User Mame: |charles robbins Check Name

Mare Settings ...
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Account Verification

The server name comes
back as the same name
and underlined meaning
the Exchange Server is
valid. The username
comes back as Charles
Robbins and is
underlined to
demonstrate that the
test is positive. We click
on the Next button to go
on.

E-mail Accounts

Exchange Server Settings
Youl can enker the required information to conneck ko your Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see wour
syskem administratar,

Microsoft Exchange Server: | slE=le s dn mrels|isrs el df ]t
IUse Cached Exchange Mode

Type the name of the mailbox set up for wou by wour administrator. The mailbox name
is usually wour user name.,

User Mame: |charles robbins

Mare Settings ...
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New Outlook Account Made

Our new Outlook
account is made and we
click on the Finish
button to enter our email
application.

E-mail Accounts

Congratulations!

¥ou have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.
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Microsoft OQutlook

We Select the Inbox - Microsoft Outlook
. ! Fle Edt Yew Go Tools Actions Help Type a question for help =
NeW hyperllnk to _jJEEW - | L_ﬂ-"_; > | 4iReply, _fiReplyto Al o Forward |_'§£§SendIR35§ive - | EpF@pd o ||ij Type a contact bo find - = | @)a

send our test (Mail |

Favorite Folders B, ¢ [3 @ From | Subject |Received

e m al I . L] Inbox There are no ikems ko show in this view,
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| For Follow Lip
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All Mail Folders
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Test Emall

We Wl’lte a teSt E¥ Welcome Email - Message

emall and ! Fle Edit ¥ew Insert Format  Tools Table ‘Window  Help Type a question for help = %

fidsend | ) -G8 8, [ ¥ 8| ¥ (S ) options.. - | HTML -
selectthe send |~ — . —=-

button to send it | Lic..
to another user subject: Welcome Email

on our domain |HEle B n A sruElEsscEE]
and the October 1, 2010 —
Exchange James S
cocountant
server. (tis, LLC
James,

YWelcome to the company. Please add my email to your address book.
If you need to discuss anything, just send me a note ar we can get together.

Chatles Robbins
Supemwisol
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Return of the Test Emall

Sent Items - Microsoft Outlook

A few minutes
later, our co-
worker returns the

FEX
! Fle Edt Wew Go Tools  Actions  Help Twpe a question For help =

Padew - | o A5 X | I Reply L%Reply ko All (2 Forward | —ﬁ SendReceive - | {_')J.‘)Fi_nd & | G Type acontacttofind = | G !

. Fawarite Folders By OaTe Subject Sent Size W WE|CIOITIE
email and we our Db Email
; | Unread Mai =l Date: Today charles robbir
nOW estab | |Shed | For Foloss Up &  smith@.., ‘We Fri 10{1/2010 4:35 PM 5 KB To: ‘jsmith@atis,
L= sent Tkems local
Il Mail Fold, ~
On the AnMal Folders October 1
. . . = ‘c_éi Mailbay - charles rabhins 2010
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