Outlook 2003 Configuration

1. Start Outlook
a. If this is the first time you are starting Outlook you will see the “Outlook 2003
Startup” screen
1. Click “Next”
x

Outlook 2003 Startup

Welcarme to the Outlook 2003 Startup wizard, which will
guide you through the process of configuring Qutlook
2003,
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ii. The “Account Configuration” window will appear, Select “Yes” and
click “Next”

Account Configuration Zl

E-miail Accounts

‘fou can configure Outlook to connect to a Microsoft Exchange Server, Internet
E-mail, or ather E-mail server. Would vou like ko configure an E-mail account?
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b. If this is not the first time you are starting Outlook, click “Tools” then “E-mail
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2. At the “Server Type” screen, select “IMAP” and click “Next”
x|

Server Type
‘fou can choose the bype of server your new e-mail account will work with,

" Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public Folders, and share
documents,

 poP3
Connect ko a POP3 e-mail server to download your e-mail,

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

" HTTP

Connect ko an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect to another workgroup or 3rd-party mail server,
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3. At the “Internet E-mail Settings (IMAP) screen
a. Inthe “Your Name:” field enter your name and click “Next”
In the “E-mail Address:” field, enter your HCHC email address
c. In the “Incoming mail server (IMAP):” field type students.hchc.edu
d. In the “Outgoing mail server (SMTP):” field type students.hchc.edu
e. Inthe “User Name:” field, type in your HCHC username
f. In the “Password” field, type in your HCHC password
g. Check the box next to “Remember password”
h. Click “Next”

Internet E-mail Settings (IMAP)
Each of these settings are reguired ko get your e-mail account working,
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User Information Sserver Information
Wour Mame: IJDhn Doe Incoming mail server (IMAR]): Istudents.hchc.edu
E-mail Address: deoe@students.hchc.edu Cutgoing mail server (SMTPY; Istudents.hchc.edu

Logon Information

User Mame: deoe

Password: I******

v Remember password

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

Authentication (SPa)
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4. At the “Congratulations!” screen, click “Finish”
|

Congratulations!

You have successfully entered all the information required to
sebup your account,

To close the wizard, click Finish.
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You can use your HCHC email by clicking on “students.hchc.edu’ on the left side.
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