Setting up Outlook 2000

To configure email accounts in Outlook 2000 please follow these simple 10 step-by-step instructions.

Step 1

Go to the top menu ‘tools’ and click on the link ‘accounts’.

Click on the ‘mail’ tab at the top as shown.

Click on the ‘Add’ button on the right-hand side of the window and select the option ‘mail’. This will take you into a wizard.
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Step 2

Enter your name. This will allow people who receive your email to identify who you are.
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Your Name

‘When you send emai, yout name wil appear in the From feld ofthe outgoing message.
Type yout name as you would ke i o appear.

Display name: [MyNemd

For example: John Smith





Step 3

Enter your email address. Make sure you have created a mailbox prior to this point. This will collect the email sent to this address.

[image: image3.png]Internet Connection Wizard

Internet E-mail Address

our emai address s the addess other people use to send e mail messages to you.

E-mail address: name@mydomain cor

For exarmple: someone@nicrosol com




Step 4

Enter your incoming and outgoing mail servers as shown. Please check your control panel for confirmation that these addresses are correct to your account.
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E-mail Server Names

My incorming mal server s [POP3 ] server

Incorting mai (FOP3 or IMAP) server
malinterdns.co.uk

An SMTP server s the server that s used foryour oulgaing e-mai.

Ouigoing mai (SMTP) server:

smip.interdns.co.uk|





Step 5

Next step is to add your account details that connect to your mailbox. These are confirmed in your control panel and the password is the one you chose not your control panel password.
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Internet Mail Logon

Type the scoount name and password yout Intermet service provider has given you.

Account name: name@accountname

Passward:

% Remember password

I your Itemet service provider requites you 0 use Secure Password Autentcation
(8PAJto sccess your mai account,select the Log On Using Secure Password
Authertication (SPA check bor.

™ Log on using Secure Password Authentication (SPA)





Step 6
Select how you connect to the Internet. If unsure connect your network administrator.
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1fyou aeady have an account with an Inernet service provider and have cbtained al
the necessary connection infomalion, you can connect 0 your account using your
phane ine. I you are connected o a ocal area network (LAN) that i cannected to the
Iternet, you can acoess the Ineinat aver the LAN.

‘Which method do you want {0 use to conect to the Itemnet?

" Connect using my phone e

@ Eonnest using my local area network (LA}

€ Vil estabish my Intemet connection marall
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Congratulations

Yo have successfuly entered al of the information required t set up your accour.

To save these settings, click Firish.





Step 7

Go back to the menu ‘tools’ and click on ‘accounts’ as in Step 1. This time you should see your new mail account listed. Select the new account by clicking on it once and then click on the ‘Properties’ button on the right hand side.
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Step 9

This screen should now confirm the details you entered in the Wizard. You may like to fill in some of the other details such as ‘Organization’ and the ‘Reply Address’. The ‘Reply Address’ is normally the same as your email address.
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General | Servers | Connection | Advanced

Mal Accourt

Type the name by which you would ike o efer to these
servers. For example "Wtk o1 "Microsolt Ml
Sewver'

[mail interdins co Uk

User Information
Name: My Name:
Orgarizatiors My Company

Email addess: [name@mydomain. com

Reply address: ~ [name@mydomain.com

¥ Include tis acoount when receiving mail o synchiorizing





Step 10

In order to send via our SMTP servers you are required to authenticate your username and password to prevent unauthorised usage. To do this you need to ensure that the tick box that is labelled ‘My server requires authentication’ is checked. 

The picture at the bottom shows the screen for the ‘settings’ button beside the tick box. Ensure that Outlook 2000 is logging in the same as the incoming server to prevent you entering your username and password again.
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Finish
Your setup is now complete. 

