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How to Setup your E-mail Account - Outlook 2003 (from the Office Suite)

This document will show you how to configure Outlook 2003 to be able to send and

receive your e-mail.

1 - Open Outlook 2003, go to the Tools menu and choose E-mail Accounts:
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2 - A wizard will pop-up. Please select the first radio button named Add a new e-mail
account, and click Next.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

& add a new e-mail account

™ Wiew or change existing e-mail accounts

Directory

" Add a new directory or address book

™ View or change existing direckories or address books
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3 - Select the 2nd radio button called POP3 for the Server Type (unless you wish to use
IMAP instead) then click Next.
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Server Type
Yo can choose the bype af server wour new e-mail acount will wark with,

" Microsoft Exchange Server

Conneck ba an Exchange server to read e-mail, access public Folders, and share
documents,

Conneck b a POP3 e-mail server ko download wour e-mail,

" IMAP
Canneck ko an IMAP e-mail server ta download e-mail and synchronize mailbox
folders.

" HTTP
Connect o an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

" Additional Server Types

Caonneck ba another workgraup or 3rd-party mail server,
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4 - Y ou should now be on a screen called Internet E-mail Settings (POP3) like this one:
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Internet E-mail Settings (IMAP)
Each of these setkings are required ko gek wour e-mail account warking.

User Information Server Information

our Mame: [=ername Incoming mail server (IMAR; 5r;a.ilreu:i-ata.net.eg

E-mail Address: | sername@tedata.net | Qukgoing mail server (SMTE): ;Dut.tedata.net.egl

Logon Information

User MNarne: |username |
Password: [FRr——— '
Remember passward

|:| Log on using Secure Password More Setkings ...

Authentication (SPA)

< Back ][ Mext = ] [ Cancel

Under User Information:

In the Y our Name box, enter your display name, which is the name that will appear in the
from field when you send e-mail.

In the E-mail Address box, enter your full email address, for example
username@tedata.net.eg

Under Logon Information:

In the User Name box, enter your tedata username (usually the first part of your e-mail
address at tedata.net.eg, for example username if your e-mail addressis
username@tedata.net.eg)

In the Password box, enter your password.

Make sure Remember Password is checked, and that Log on using Secure Password
Authentication is NOT checked.

Under Server Information:
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In the Incoming Mail Server (POP3) box, enter: mail.tedata.net.eg

In the Outgoing Mail Server (SMTP) box, type in: out@tedata.net.eg

5- Do not click Next right away, instead, click the More Settings button in the lower
right-hand corner. This should pop up the following window:

Internet E-mail Settings

General | Outgoing Server | Cannection | Advanced |

[¥]#v oukgoing server (SMTE) requires authentication;

@ Ise same sethings as my incoming mail server

() Log on using

Berember password

U g, ], L L Y oy LT kP L T T
Log-an using Secure Fassword Suthentication (SPA)

(" Log on to incoming mail server before sending mail

Ik ] [ Cancel

Go to the 2nd tab called Outgoing Server,
check the box at the top that says My outgoing server (SMTP) requires authentication,

select the first radio button use same setting as my incoming mail server
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Do NOT check the box that says Log on using secure password authentication (SPA)

When you're done, click OK to confirm the changes.
Thiswill take you back to the Internet E-mail Settings (POP3) window.

From there, you can click Next and then Finish to finish creating your account.

Congratulations, you are now ready to send and receive your e-mail!
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