Configuring Outlook to Receive Emails using POP3

This document is based on setting up Microsoft Outlook 2003. Other versions should
be similar (Outlook 2000 and prior are not supported). This document is not for
Outlook Express.

Document Version 1.3 — 12/01/2008

1) Open Outlook and, if not prompted to enter email account details (this is
default on a new blank profile), click on the “Tools” menu, and select “Email
Accounts”.
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2) Select “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.

Directory

() Add a new directory or address book
() View aor change existing directories or address books
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3) For Server Type, select “POP3” and click “Next”.
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Server Type
You can choose the type of server your new e-mail account will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
ents.

Connect to a POP3 e-mail server to download yvour e-mail.
O Imar

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

O HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

() Additional Server Types
Connect to another workgroup or 3rd-party mail server.
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4) Enter your name, your email address, username (in lowercase), and password
(as advised when your account was set up), set both “Incoming mail server
(POP3)” and “Outgoing mail server (SMTP)” to “mail.solutium.co.uk”.
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Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information
Your Name: John Smith Incoming mail server (POP3): | mail.solutium, co. uk
E-mail Address: | ismith @mydomain.com | Qutgeing mail server (SMTP}: flmail.solut'um.co.uk|
Logon Information Test Settings
User Name: co-john After filing out the information on this screen, we
= recommend you test your account by dicking the
Password: s button below. (Reguires network connection)
Remember password
Test Account Settings ... ]

D Log on using Secure Password

Authentication (SPA) Mare Settings
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5) Click “More Settings”, click on the “Outgoing Server” tab, and make sure that
“My outgoing server (SMTP) requires authentication” is ticked. The first
option (“Use same settings as my incoming mail server”) will work.

=

R g oo iy 3

General | Outgoing Server | Connection || Advanced |

[¥]#y outgaing server (SMTP) requires authentication!

@' Lse same settings as my incoming mail server
{:} Log on using

User Mame:

Passwiord:

{7 Log on to incoming mail server before sending mail

[ OK ] [ Cancel ]

6) Click “Test Account Settings” and make sure that all steps get a green tick. If
any fail, double check the details you entered in step 4 and 5.

‘Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue.

Tasks |Err0rs |

Tasks Status
\/Establish network connection Completed
\/Find outgaing mail server (SMTP) Completed
\/Find incoming mail server (POP3) Completed
\/Log onto incoming mail server (PO... Completed
+ Send test e-mail message Completed




7) Click “Next”, then click “Finish”.

Congratulations!

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

To close the wizard, dick Finish,
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