Launch Microsoft Outlook and complete the Startup Wizard. If you've previously started
Outlook, you may need to select Tools - Email Accounts - Add a new email account.

Outlook 2002 Startup

Outlook 2002 Startup

Welcome to the Outlook 2002 Startup wizard, which will guide wou
through the process of configuring Qutlook 2002,

Account Configuration

E-mail Accounts

You can configure Qutlook to connect to & Microsoft Exchange Server, Internet
E-mail, ar ather E-mail server, Waould you like ko configure an E-mail account?
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E-mail Accounts

Server Type
You can choose the bype of server your new e-mail acount will work, with,

" Microsoft Exchange Server
Connect to an Exchange server bo read e-mail, access public folders, and
share documents.
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" HTTP
Conneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

" Additional Server Types
Conneck to another workgroup or Srd-party mail server,
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E-mail Accounts

Internet E-mail Settings (IMAP)
Each of these settings is required to get your e-mail account waorking,

<

User Information Server Information
Your Marme: |5,:,:.tt Mays Incoming mail server (IMAP): |imap.gmail.u:u:um
E-mail Address: |5ma';.fs@ra';.fder.net Dukgoing mail server (SMTR): |5mtp.gmai|.n:n:nm

Logon Information

Password: |************ /

Complete these boxes
User Name:  §|smays@rayder net with your information.

v Rermember password

[ Log on using Secure Passwaord
Authentication (SPA)
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More Setkings ...




After clicking More Settings above, complete the Outgoing Server tab and Advanced tab
as shown below:

Internet E-mail Settings

General Outgoing Server I:-:unne-:til:un] .ﬁ.dvanced]

[v My oukgoin \server (SMTP) requires authentication;
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Internet E-mail Settings

General] Cutgoing Server] Connection  Advanced l

Server Port Mumbers

Incoming server (MR a93 Use: Defaults

[v This server requires an 55L-secured connection (S50

Dukgoing server (SMTR): 465

[v This server requires an SSL-secured conneckion (551

Server Timeouts

Short = F————— Long 1 minuke

Folders

Root folder path; |
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After clicking OK above, click next and finish the Email account wizard.




After setting up the account in Outlook, select Tools > Options > Preferences > Email
Options:
Uncheck - Save copies of messages in Sent Items folder

E-mail Options

Message handling

E After moving or deleting an open item; apen the previous item j

[ Inal message on reply

[ Bave copies of messages in Sent Ikems Folder

kification message ail arrives
v Aukomatically save unsent messages

[+ Remove extra line breaks in plain text messages

fdvanced E-mail Options. . Tracking Opkions. .. |

on replies and forwards

= When replving to a message

=4 |Inu:|uu:|e and indent original message text

When forwarding a message

|Inu:|uu:|e ariginal message bexk j

| Mark my comments with: |
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