How to set up an e-mail account in MS Outlook

17™ August 2004

From the Tools menu, select Accounts:

Internet Accounts

Click Add and select Mail

4l Mail | Directoy Service | L Add —»
Account Type Connection Bemove

Ea mail. mothershaws...  mail [default) Using dialer
FBroperties
Import...
Export...

Internet Connection Wizard
Your Name

‘When you send e-mail, your name will appear in the From field of the outgoing message.
Tupe your name as you would like it to appear.

Dizplay name: |Shirle_l,l othershaw

For example: Jokhn Smith

Cancel |

Enter the name you would
like to be shown in the From
field of e-mails you send.

Click Next.

Internet Connection Wizard

Internet E-mail Address

“Your e-mail address iz the address ather people uze to send e-mail meszages to you.

E-mail address: |shirley@m0thershaws.com

For example; someone@microzoft. com

< Back Cancel

Enter vour e-mail address.

Click Next.

E-mail Setup.doc

Pagel of 3



How to set up an e-mail account in MS Outlook 17™ August 2004

Internet Connection Wizard

E-mail Server Names
My incoming mail zerver iz a |POP3 - | seIvEr
Incoming mail [FOP3 ar IMAF] server: / prOVided by o ISP’ -
|mail.mothershaws. com mail.btinternet.com

smtp.btconnect.com

An SMTP server is the gerver that iz uzed for pour outgoing e-mail. mail.btclick.com
Outgaing mail [SMTP] server: mail.btopenworld.com
|le|a_l,l. clara.net

smtp.ntlworld.com
smtp.freeserve.co.uk
relay.clara.net
za.mx.aol.com

Enter mail.yourdomainname

Enter the smtp server name

A\

L— | Click Next.

< Back Hext > El |

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsword your Internet service provider hag given pou.

L — | Enter vour e-mail address.

Account name: |shirley@mothershaws. ol

— Enter your password.

xRN

i

Password:

[v Femember password

If pour Internet service provider requires pou to use Secure Password Authentication
[SPA) to access your mail account, select the 'Log On Using Secure Passwaord
Authentication [SPA] check bax.

[ Log om using Secure Password Authentication [SPA)

_— | Click Next.

Internet Connection Wizard

If you already have an account with an Intemet service provider and have obtained all
the necessary connection information, you can connect to your account uging your
phione line. If you are connected to a local area network [LAN] that iz connected to the
Internet, you cah access the lntemet over the LAN,

Wwhich method do you want to use to connect ta the Internet?

|__— | Select “I will establish my

(" Connect using my phone line Internet Connection
(" Connect uging my local area network [LAN] manually”,

% | will establish ry Irternet cornection maruall

._—— | Click Next and on the next
page click Finish.

< Back Med > Cancel | Help |
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Webmail is a useful tool for you to pick up your e-mails when you are out of the office. It should however
not be seen as a replacement for MS Outlook or other e-mail program running on your local PC.

The following important points should be noted:

e Your MS Outlook and Webmail folders are different (when you use Webmail, you are viewing
the e-mail messages before they are downloaded to your local PC by Outlook).

e Consequently any messages sent using webmail will be stored in the Webmail Sent Items folder
but will NOT get downloaded to you local PC.

e Messages appearing in your Webmail Inbox will be downloaded to your local PC the next time
you run Outlook. They will then disappear from webmail.

e There is no link between the Webmail Contacts and Outlook Contacts.

e There are limitations with large e-mail attachments in that they cannot be read using Webmail.

To access Webmail, you use Internet Explorer or your favourite browser:

/3 MailEnable web Mail - Microsoft Internet Explorer provided by Mizuho Corporate Bank - =10 x|
Fle Edt Vew Favortes Tooks Help ‘ o
OEaEk - - d \EL‘ A ‘ /-75earch \:\7' Favorites @Y Media {‘f‘ L= - — Enter
Address | nebmail.mothershaws.com B [ > webmail yourdomainname in
the address field, e.g.
webmail.mothershaws.com
and click Go
Please enter your Username and password to logon.
Login: shirley@mathershaws.com
Password: [vessead] \
sk [actait ] ——— | Enter your e-mail address.
Ot T~ Enter your password and
T TR A o T A T e s . .
5 L click Login.
=l
|&] Dene || |4 meernet 7
F MailEnable Web Mail Client (Yersion 1.1) - Microsoft Internet Explorer provided by Mizul I =] B4
Ble Edt Vew Favortes ook Help ‘ T
Qe - @ - %] 2] o ‘ ) seareh /"¢ Favortes @AY veda {a‘ - -
idcress [2] rttffehmalmother s, comEwlebial e dettang/ EFdeFauk acprLangugel— — -8 hae2r— | Click the Create New button
i ¥ s T B to create a new message.
Webma" Createnew  Checkmall Options Delete Log off g
Current Folder: {Inbox Move Items to Folder:[Deleted Items = [Ga] page:[1 =] GoTo
P - .
[ contacts r @& ¥ Rory Slater R MOTRESARWS T Thadfug 7 7KB Click on the message to see
# talted ons the content in the bottom
Y prafts
5 e frame.
(=D Marketing phota's web
%3 Sent Items
I
e Use these buttons to manage
your webmail folders.
g & 8 X 2
Reply Replyal Forward Delete
bject: Re: : Tue, :51:
Frowm: Ry Sater kit Contas e Use these buttons to respond
To: shirley@methershaws,com Headers.. to or delete the message
[&] Done [ [ | |4 meernet 7

E-mail Setup.doc Page3 of 3



