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These instructions are for Outlook 2003.

1 Launch Outlook: Start > All Programs > Microsoft Office > Outlook
2 Create a new account: Tools > Email accounts... > Add a new email account... >
Next... > Add
3 Under Server Type, select the POP3 option, and click Next
Server Type

‘fou 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
documents.

roPz

nect to a POP3 e-mail server to download your e-mail.

O IMAP

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

O HrTP

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 Under E-mail Accounts, type in the following information:

e Your name (you can choose this yourself)

e E-mail address (provided by the ailwmp.com webadmin)
e User name (same as your e-mail address)

e Password (provided by the ailwmp.com webadmin)

e Incoming mail server: mail.ailwmp.com

e Qutgoing mail server: mail.ailwmp.com
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Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

User Information Server Information

E-mail Address: [y, gurname @ailwmp.com | Qutgoing mail server (SMTP):

Logon Information Test Settings

User Name: y.ourname@ailwmp.com | After filing out the information on this screen, we

recommend you test your account by dicking the

Passward: button below. (Requires network connection)

Remember password

Test Account Settings ...
D Log on using Secure Password
Authentication (SPA) More Settings ...
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Click on More Settings...
Click on the Outgoing Server tab

Internet E-mail Settings fgl

General | Outgoing Server | connection | Advanced

[¥l#y, gutgaing server (SMTF) requires authentication:

@ Use same settings as my incoming mail server

() Log on using

() Log on to incoming mail server before sending mail

ks

Check the My outgoing server (SMTP) requires authentification box, and make sure
the Use the same settings as my incoming mail server circle is filled.

Click OK.
Make sure you are online

In the Internet E-mail Settings (POP3) dialog box, click Test Account Settings. Outlook
will check your settings and send a test email.

o If this is successful, exit the dialog box, click Next, then Finish.

e Ifitis not successful, recheck your account details, password, etc. and click Test
Account Settings again. Check the spelling and CaPiTaLiZaTiOn carefully.

Congratulations, you have successfully set up Outlook on your computer! You can now
use it to send and receive emails using your ailwmp.com account.



