Outlook 2003

Follow the instructions below to set up new Gmail POP account using Outlook 2003:

1. Open Outlook.

2. Click the Tools menu, and select E-mail Accounts...
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You will see an E-mail Accounts screen as per screen shot below;

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(#iadd a new e-mail account;

() Wisw or change existing e-mail accounts

Directory

() Add a new directory or address book
() Wiew or change existing directories or address books

Mext = ][ Close

3. Click Add a new e-mail account
4. Click Next.



5. A Server type screen will appear as per screen shot below.

E-mail Accounts

Server Type
‘You can choose the type of server vour new e-mail account will wark, with,

()Microsoft Exchange Server

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

Connect to a POP3 e-mail server bo download your e-mail,
I IMAP

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

(CJHTTP

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 Srd-party mail server,

[ < Back ” Mext = ][ Cancel ]

6. Choose POP3 as your server type by clicking the radio button, and click Next.

An Internet E-mail settings (POP3) page will open. See screen shot example below.

E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required ko get wour e-mail account working.

User Information Server Information
Your Marme: || | Incoming rail server (POP3): | |
E-mail Address: | Qukgoing mail server (SMTP): | |
Logon Information Test Settings
User Mame: | | AFter filling out the information on this screen, we

: " recommend you test wour account by clicking the
Password: | | butkon below, (Requires netwark conneckion)

Remember password

|:| Log on using Secure Password
Authentication (SPA)




7. Fill in all necessary fields to include the following information:

Under User Information
7. Ensure that your name is in the Your Name field.
8. Enter your new Gmail email address in the E-mail Address field.

Under Server Information
9. Enter pop.gmail.com in the Incoming mail server (POP3): field.
10. Enter smtp.gmail.com in the Outgoing mail server (SMTP): field

Under Login Information
11. Enter your full email address helpdesk@harboursat.com.au User Name field
12. Enter your new Gmail password in the Password: field.

Please Note: If a complex password has not been provided please make sure the password is
at least 8 characters in length and has at least one upper case and one numeral.
If not then the Gmail Capcha will be enabled and an authentication error will
occur.

E-mail Accounts

Internet E-mail Settings {POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Mame:

| Incoming mail server (POP3): fi:nnp.gmail.cnm

E-rail Address: ldesk@harbuursat.cum.au" Cukgoing mail server (SMTR): é-smtp.gmail.cnm

Logon Information Tesk Settings

Lser MName: |desk@harboursat.corm.au | After filling out the information on this screen, we
Y recommend you kest your account by clicking the

Password: Aeskskstkkokok | button below. {Requires network connection)

Remember password

Test Account Setkings ... ]

|:| Log on using Secure Passward

Authentication [SPA) Mare Settings

8. Click More Settings...

The Internet E-mail settings box will appear as per screen shot example below.



Internet E-mail Settings

General | Outgaing Server | Connection | Advanced |

Mail Account

Twpe the name by which vou would like to refer to this
account. For example: "work” or "Microsoft Mail Server”

yop. griail.com |

Cther User Information

Organization: | |

Reply E-mail; | |

[ K ][ Cancel l

9. Select the Outgoing Server tab.
10. Check the box next to 'My outgoing server (SMTP) requires authentication' and select
Use same settings as my incoming mail server.

Internet E-mail Settings

| General | Outgeing Server |Cunnecﬁon | Advamced |

My outgeing server (SMTFP) requires authentication

@' |Use same settings as my incoming mail server

{:}Log on using

L Ok, :I [ Cancel




11.

13.

14.

15.

16.

Click the Advanced tab. The following screen will appear.

Internet E-mail Settings

General | Oubgoing Server Cu:unneu:tiu:ung Advanced

Server Pork Mumbers

Incoming server (IMaRPY: 110 | Use Defaults
[ ] This server requires an encrypted conneckion (5515

Qukgaing server [SMTR: 25

[ ]iThis server requires an encrvpted connection (5503

Server Timeouts

Shiork = Long 5 minutes

Falders

Roat Falder path:

K, l [ Zancel

Check the box next to 'This server requires an encrypted connection (SSL)' under
Incoming Server (IMAP). Please make sure that the port number changes to 995.
Check the box next to 'This server requires an encrypted connection (SSL)' under
Outgoing Server (SMTP), and enter 465 in the Outgoing server (SMTP) box.
Below the Server Timeouts option move the slider across to the right until it reads 5
minutes.

Tick the check box Leave copy of messages on the server

Once you have entered this information you will see the same as the following screen
shot.



Internet E-mail Seitings |§|

| zeneral " Dutgoing Server || Conneckion | Advanced
Server Port Numbers

Incoming server (POP3): Use Defaults

This server requires an encrypted connection (S5L)

Qukgoing server (SMTPY: 465

This server requires an encrypted connection (S5L)

Server Timeauks

Short | 5 minutes

Delivery

Leave a copy of messages on the server

[1remave from server after days

[Jremove from server when deleted from 'Deleted Items'

L Ok, J[ Cancel J

17.Click OK button. You will be returned to the E-mail Accounts page.
18.Click Next,

19.Click Finish.
20.You will be returned to the main as per screen shot below. Please click send and receive

on the main page. See screen shot example below.
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Congratulations — You have finished creating your new Gmail email account



