Outlook 2000 Configuration

1. Start Outlook and click on “Tools” then “Accounts...”

& Inbox - Microsoft Dutlock 100 x|

| &inen | & [0 K | oreply orsplytoal | BoFind ormenizs |
| Bile Edit Wiew Favorites |Tools Actions delp

- Q.

Inbox B . e |

Folder Lisk % Find | Subject
= @ Cutlook Today - [Pers Advanced Find...  Cbr+-3Shift+F [

% Organize

{3 Empty "Deleted Ttems" Folder

|Received

Eorms 3

Macro (3

From; Microsoft Outlook 2000 To:
Subject: ‘Welcome to Microsoft Outlook 20001 Cex

LI

@ & ) & @
Welcome to
Microsoft Qutlook 2000

One Window to Your Waorld of Information

Microsoft!™ outlook!™ 2000 is the premier

messaging and collaboration client that helps
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2. An “Internet Accounts” dialogue box will appear
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3. Select the “Mail” tab



4. Click the “Add” button and select “Mail...”
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5. The “Internet Connection Wizard” will appear

Internet Connection Wizard

Your Name




6. At the “Your Name” screen
a. In the “Display name:” field, type your name and click “Next”
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7. At the “Internet E-mail Address” screen
a. Inthe “E-mail address” field, type your HCHC email address and click
“Next”
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8. At the “E-mail Server Names” Screen
a. Select IMAP where it says, “My incoming server is a POP3 or IMAP server.”
b. In the “Incoming mail (POP3 or IMAP) server:” field type students.hchc.edu
c. In the “Uutgoing mail (SMTP) server:” field type students.hchc.edu
d. Click “Next”
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tdy incoming mail server is a IIMAF’ 'I SEIVET.

Incoming mail [POP3 or IMAP) server:

Istudents.hchc. edu

Ain SMTP server iz the server that iz uged for your outgoing e-mail.

Outgoing mail [SMTF] server:
Istudents.hchc. edy
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9. At the “Internet Mail Logon” screen
a. In the “Account name:” field, type in your HCHC username
b. In the “Password” field, type in your HCHC password
c. Check the box next to “Remember password”
d. Click “Next”
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Type the account name and pazzword your [nternet service provider has given pou.

Account name: Iidoe

Pazsward: | ***** {
[ Remember password
If wour [nkernet service provider requires you to uze Secure Pazsword Authentication

[SPA) to access pour mail account, select the 'Log On Uzing Secure Password
Authentication [SPA) check box.

[ Log on using Secure Passwaord Authentication [5PA)
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10. At the next screen, select “Connect using my local area network (LAN) and click
“Eext”
x

|f pou already have an account with an Internet service provider and have obtained all
the neceszary connection information, you can connect bo vour account using Your
phone line. If you are connected to a local area network (LAM] that iz connected to the
Internet, you can access the Intermet aver the LAM.

Wwhich method do you want to uze to connect to the Intermet?
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@ Connect using my local area network (LAME

| will establish my Internet connection manuslly
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11. At the “Congratulation” screen, click “Finish”
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Y'ou have successfully entered all of the information required to =et up pour account.

To save these zettings, click Finizh.
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12. This will bring you back to the “Internet Accounts” dialogue box
13. Click “Close”
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14. You can use your HCHC email by clicking on “students.hchc.edu” on the left side

; =l3ix]
gl New - ¥ | EpReply Reply to Al W8 Forwerd | 55 Send{Receive Find g Organize | B3 i 3
s
|

File Edit Wiew Favorites Tools Actions Help ‘

Inbox T

Falder List X| ' | || |‘?|Q|Fr0m |Subject |Received = I;I
EI"@ Qutlook Today - [Personal Folders] = Microsoft Qutlo,.. Welcome to Microsoft Gutlook 2000! Tue 3/27(2007 11:3...
% Calendar

@ Contacts

{3 Deleted Ttems
-5} Drafts

B

(ﬁ Journal

Motes

@ Quthox

Q@ Sent Ikems

: @ Tasks

El@ students,hche.edu

“-5ga Inbox

From: Microsoft Outlook 2000 To:
Subject: Welcome to Microsoft Outlaok 20000 Ce:

| »

@ < @ < @
Welcome to
El Microsoft Outlook 2000

One Window to Your World of Information

Microsoft(®) putlook(®) 2000 is the premier

messaging and collaboration client that helps

you achieve better results by combining the

leading support for Internet standards-based

and Microsoft Exchange Server-based e-mail

with intearated calendar, contact, and task = |

1 Ttem




