Configuring Email Program

Microsoft Outlook 2002/2003

Setting up Email Accounts
1. Open MS Outlook.

2. From the menu bar select Tools and then choose E-mail Accounts.... The

following screen appears:

E-mail Accounts

X

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

O Yiew ar change existing e-mail accounts

Directory

() add a new direckory or address book,

() Yiew ar change existing directories ar address books

[ Next = ] [ Close ]

:}. Select Add a new e-mail account, then click Next >.

E-mail Accounts

X|

Server Type
‘Wou can choose the type of server your new e-mail account will wark with.

(O) Microsoft Exchange Server

Conneck to an Exchange server ta read e-mail, access public folders, and share
documnents,

ect ko a POP3 e-mail server to download your e-mail,

O Map
Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox
folders,

CIHTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

() additional Server Types

Connect ko another waorkgroup ot 3rd-party mail server,

[ < Back, “ Mext = l[ Cancel

]

4. Choose POP3 and then click Next >. The following screen will appear
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E-mail Accounts

Internet E-mail Settings (POP3)

User Information

four Name: <¥our Marme:

E-mail Address: | <caylix Email>

Logon Information

User Name: <Caylix Email

Password:

Each of these settings are required to get your e-mail account working,

Server Information

Incoming mail server (FOP3) o, caylix.com

Outgaing mail server (SMTPY: | <mep, cayli, com

Test Settings

After filing out the information on this screen, we
recommend you test vour account by clicking the
buttan below. {Requires network connection)

Remember password
Test Account Setkings ...

|:| Log on using Secure Password
Authentication (SPAY

[

< Back ][ Mext = ][ Cancel

]

5. Fill out all the fields in the above screen as per the instructions below:
a. Type your full name in the Your Name textbox.
b. Type your full Caylix email address in the E-mail Address textbox.
c. Type: pop.caylix.comin the Incoming mail server (POP3) textbox.
d. Type: smip.caylix.com in the Outgoing mail server (SMTP) textbox.
e. Type your Caylix email address and Password in the correct textboxes
6. Now click on More Settings.... The following screen will appear:

Internet E-mail Settings

General | Qubgoing Server | Connection | Advanced

Mail Account

Tvpe the name by which vou would like to refer to this
accounk. For example: "whork or "Microsoft Mail Server”

<our Full Mame =

Other User Information
Qrganization: <Your Business=

Reply E-mail: <Caylix Email =

[ ok

][ Cancel l

7. On the General tab, complete the fields as per the instructions below:
a. Type your full name in the uppermost or Mail Account textbox.
b. Type your full organization or business name in the Organization

textbox.

c. Type your full Caylix email address in the Reply E-mail textbox.
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8. On the Outgoing Server tab, set your screen as follows:

Internet E-mail Settings

General | Qutgoing Server | Connection | Advanced

My oukgoing server (SMTP) requires authentication

O Use same settings as my incoming mail server

O Log on using

(*)Log on to incoming mail server before sending mail;

K, ] [ Cancel

9. Click OK.
10. Click Next >.

11. Click Finish and your Caylix Email Account is now configured. Please repeat steps #1-
11 for any other email addresses you may have with Caylix.

Email Configuration — Outlook 2002/2003 Page 3 of 3 © 2005 Caylix Internet Solutions



