AnswersThatWork™ Creating an email account in Outlook 2002 (Outlook XP)

Outlook 2002 (XP) — Creating an email account

Preparation

O Before you start you will need the following information about your email account
with your Internet Service Provider(s) (ISP).

Info needed Example

Your Email Address

John.Sargent@clara.net

Your POP3 Login
Name with your ISP

john.sargent

Often this will be your email address all in lowercase,

(Also called or the first part of your email address, as in this case,
Username”) or something completely different, such as kt78uyttr.

Your POP3 As given to you by your ISP.

password

Your POP3 server

pop.clara.net

{f\lso ce_:lled . This is the name of the server which holds your
Incoming Mail incoming emails (emails that have been sent to you) -
Server”) must be in lowercase.

Your SMTP server smtp.dsl.pipex.com

{f\lso ce_:lled . This is the name of the server that your PC will use to
Outgoing Mail send emails (always in lowercase). This has to be
Server”) the SMTP server of the ISP you are using to

connect to the Internet, which for some users is not
always the same ISP as the ISP which holds their
emails. In the examples given in this table John
Sargent has an email address with ClaraNET, but
has a broadband connection with PIPEX, which is
why the SMTP server has to be that of PIPEX.
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Creating an email account

d

Start Outlook XP (Outlook 2002).

If this is the first time you are using the program the first screen you will get will be
Outlook 2002 Startup. Click NEXT, choose “Yes” to configure an E-Mail
account, and click NEXT.

If this is not the first time you are using Outlook XP, Outlook will open into a profile.
At which point choose the “Tools \ Email Accounts” menu option, then choose
“Add a new E-Mail account” and click NEXT.

You should now have the following screen :

E-mail Accounts @@

Server Type
‘fou can choose the tvpe of server your new e-mail acount will work with, 3

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

g
Connect ko a POP3 e-mail server to download
your e-mail.

" IMAP
Connect ko an IMAP e-mail server to download e-mail and synchronize
mailbos: Folders,

" HTTP
Connect ta an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders.

" Additional Server Types
Connect to another workgroup or 3rd-party mail server,

< Back | Mest > I Cancel

Choose POP3 and click NEXT.
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d

You should now get the screen below :

E-mail Accounts @ @
Internet E-mail Settings {POP3)
Each of these settings are required ta get your e-mail account working. b
User Information Server Information
Your Marme: Joe Blogas Incoming mail server (POP3) hop.clara.net
E-mail Address: [1oe Blaggs@clara.net Outgoing mail server (SMTPY:  omep, dsl, pipex. com
Logon Information Test Settings
\User Name: l— After filling out the information on this screen, we
= joe blogas@clara.net recommend you test your account by clicking the button
Passwaord: ettt | below. {Requires network connection)
¥ Remember passward Test Account Settings ... |

I Log on using Secure Password

Authentication (SPA) More Settings

< Back | Mest » | Cancel |

Fill the information as per the screenshot and as per the directions given in the
table on Page 1 of these notes. The “Your Name” field is what you want the
recipient to know you as — some email programs, such as Outlook itself, do not
automatically show the sender’s email address on incoming emails, they just show
the person’s “Declared Name”. If you should decide, for example, to put
“Ivan the Conqueror” in the “Your Name” field, if your recipient has Outlook or
Outlook Express, your email to them will show as coming from “lvan the
Conqueror” !  Obviously, if they don’t know who “/van the Conqueror” is, they
always have the ability to right-click on “lvan the Conqueror” and find out what
the actual email address is. That said, as shown in the above screenshot, most
users will tend to put their name in the “Your Name” field.

Click on MORE SETTINGS.
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d On the next screen give a name to the account you are creating. As you can see
in the screenshot below, it is a good idea to give meaningful names, particularly if
you will be having more than one email account set up on this PC :

General I Outgaing Server] Eonnection] Advanced]

Mail Account
Type the name by which vou would like to refer to this
account, For example: "wWork" or "Microsoft Mail Server"
Joe via Pipex

Other User Information
Qrganization: |
Reply E-mail: |

(] 8 | Cancel
O Click on the Connection tab and make sure it is set as shown below. In these

notes we will assume that your Internet connection will always be connected
before you try to send and receive emails, so choose “Connect using my local
area network (LAN)”

General] Outgoing Server  Connection lAdvanced]

Connection

(+ Yonneck using my local area network (LAN)

I Connect via modem when Outlook is offline
" Connect using my phone line

" Connect using Inkernet Exploret's or a 3rd party dialer

Modem

|

(] 8 | Cancel

Q

Click OK.

D Click NEXT, and then click FINISH on the next screen.
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Configuring various Outlook
options for user-friendly usage

d Choose the “Tools \ Options” menu option.

0 Click on EMAIL OPTIONS.

Q

Change all the options on the next screen to be exactly as shown below :

E-mail Options E]EI
Message handling

E After moving or deleting an open item: W
™ Close original message on reply ar Forward
V¥ save copies of messages in Sent Ikems Folder
[ Display a notification message when new mail arrives
v futomatically save unsent messages

™ Remove extra line breaks in plain text messages

Advanced E-mail Options...

On replies and forwards

€=  When replying to a message

=4€ |Inc|uda original message kext j

When forwarding a message

|Ir|(|ud5 original message text j

™ Mark my comments with:

OF Cancel

O Still within Email Options, click on TRACKING OPTIONS.

d Change all options to be exactly as shown below :

Cptions

Use these options to verify the date and time a message has
@? been received by the recipient.

W Process requests and responses on arrival
W Process receipts on arrival
[™ after processing, move receipts to

[ Delete blank voting and meeting responses after processing

For all messages 1 send, request:
[ Read receipt

[™ Delivery receipt

Use this option ko decide how ko respond to requests For read
receipts, Only applies ko Internet Mail accounts.,

" Always send a response

" Ask me before sending a response
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Q

Click OK. Click OK again.

Q

Click on the Mail Format tab.

O As shown below, set Plain Text for email composition (while sending emails in
HTML format enables you to use formatting and things such as Bold, Underlined,
and ltalic, the fact is that in March 2005 50% of users, particularly corporate
users, either have all incoming emails converted to Plain Text, or, in some cases,
HTML emails are refused as potentially virus-carrying, so sending emails as Plain

Text is your best guarantee that they will either arrive or be easy to read for your
recipients) :

Preferences I Mail Setup  Mail Format ]SDEIIing] Se:urity] QOther 1

Message farmat
hoose a Format for outgoing mail and change advanced settings.

Compose in this message Farmat:  [EE]

¥ Use Microsoft Word to edit e-mail messages
[ Use Microsoft Word to read Rich Text e-mail messages

Inkernet Format... ‘ International Options. .. ‘

Stationery and Fonts

Use stationery to change your default fort and style, change colors,
and add backgrounds ta your messages.

Use this stationery by default:

Fonts... ‘ ‘

Signature

Autamatically include your signature or sttach an electronic business
card (vCard) to outgaing messages.

Signature for new messages: <Mone: hd
Signature for replies and Forwards: “Mones -

Signatures...
[s]4 | Cancel | apply |

|:| Click on FONTS and then change the font for Plain Text emails to 10pt Arial
as shown below :

Fonts E]EJ

Message fonks

% when composing a new message:
|1 0 pt. Arial Chaoose Fort...

when replying and forwarding:

|1 0 pt. Arial Chaoose Fort...

When compasing and reading plain kext:
[10pt. Aral

v Automatically display Rich Text in draft
Font when using high contrast

International Fants. ..

Stationery fonts

Some stationeties have fonts associated with them, You
can choose to always use vour fonts instead of the ones
specified in the stationery.

% Use the Font specified in stationery {if specified)
" Use my Font when replying to and Forwarding messages

" Always use my fonts

014 Cancel
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Q

Click OK.

Q

Choose the Spelling tab and configure the spelling options as per your own
preferences — here is an example :

Preferencas} Mail Setup I Mail Format  Spelling ]Saturity] Other I

General options
ab v always suggest replacements for misspelled words
J I Always check speling before sending

[ Ignore words in UPPERCASE
M or

[v Ignore original message text in reply or Forward

v Use AutoCorrect when Word isn't the e-mail editar.

AutoCorrect Options...

Edit custom dictionary

@,‘ Add, change, or remove words from your custom dictionary.
d - Edit...

International dictionaties
% Choose which dictionary to use when checking your spelling.

language:  |English (UK.) -

oK | Cancel ‘ Apply |

Q

Choose the Other tab.

Q

Click on AUTO ARCHIVE.

d Change the options to be exactly as shown below :

AutoArchive EJE|

™ fun Aukodrchive every! |
=

-
e
:
F o e
) b |

To specify different archive settings for any Folder, right-click on
the Folder and choose Properties, then go to the Autodrchive tab,

&
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Click OK.
Click OK again.

Back in the main screen of Outlook click on the View menu and choose the
Outlook Bar option to uncheck it.

Next, click on the View menu again and this time choose the Folder List option.

 a Q a Q

That’s it — You’re done.

All you now have to do is test it. Remember, we have made the assumption in
these notes that you will always connect to the Internet first, and then try to send
and receive emails, so remember to connect to the Internet before you run your
tests.

000000000000000000000
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