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. Configuring Outlook

Configuring Dutlook Accounts

Creating Welcome Message

Outlook 2003 Startup

Outlook 2003 Startup

‘welcome to the Outlook 2003 Startup wizard, which will

qguide you through the process of configuring Outlook
2003,

Click Next

£ Yems ]

v

E-mail Accounts

YYou can configure Qutlook ko connect ko a Microsoft Exchange Server, Inkernet
E-mail, or other E-mail server. Would wou like ko configure an E-mail account?

@/\' Click Yes

OND

Click Next

ﬁBack! L Mext = [ Cancel J
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E-mail Accounts X
Internet E-mail Settings (POP3)
Each of these settings are required ko get wour e-mail account working,
User Information Server Information —
four Mame: |F\Ian John Barraw | Incoming mail server (POPZ): |mail.digitalhoriznns.in |
E-mail Address: |aljohn@digitalhorizons.in | Cutgoing mail server (SMTPY: |mail.digitalhoriznns.in |
Logon Information Test Settings En‘rer‘ your‘
User Marne: |user1 | AFter filling out the infarmation on this screen, we De"'ai IS
recommend vou best vour account by clicking the
Password: |**** | button below, {Requires network connection)
Remember password
[ Test Account Settings ... ]
|:| Log on using Secure Password
Authentication (SPA) Wi
Click Next ﬁ e
Cancel

Congratulations!

You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.

b Click Finish
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=] m Search Folders

L Large Mai
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Click New

8] Inbox - Microsoft Outlook

| snRecoe | Sprid 3 |} e v ol 2] @ )

=
|| Arranged By: Date |Newest ontop ¢
bz There are naoitems to show in this view,
(3 Urread Mai
[ For Fallaw Lip
@ Sent Ttems
Al i Folders

2 €4 persanal Folders
5] Deleted Items

L7 Drafts
(3 Inhox
4 Junk E-mail
5 &1 #
E® Test Mail - Message |:||E”X|
e mat  Tools Table Mdndow Help Type a question for help [+ X
DA AR A 2
¥ | (5] £ Options. g | HTML -
Ellenednckowch@va00-.-c0m. . n
Elenec Your Contact I
est Mail |
23 }f‘E' il 0 -A- B I U g == ’
. mad
adl

This is a test mail only.

Text Of Your Mail i
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Insert
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Type a question for help « 2

Tools  Table ‘Window Help

a8

BB | ¢ 8| ¥ [5|H ostons.. -|HM -

" edockovichi@yahoo, com |

This is a test mail only]

0 /

Sent ltems - Microsoft

File Edit Wiew iGo  Too

DpdNew - | L X |

Faworite Folders

E Inbos

31 unread Mai
131 For Fallow Up
Sent Ikems

all Mail Folders

= (Eﬁ' Personal Folders
&) Deleted Items

@ Drafts

E Inbos

[ Junk E-mail

@ Cukbos

E Sent Ikems

= (31 Search Folars

3 Far Follow Up
L) Large Map
ﬁ Unread Mail

) %

2

Send Email

Sent: ltems - Microsoft Outlook
i Bl Edt Wew Go Toos Artions Help

|ﬂﬂ Type & contact to find v_| @

Reply to Al . SendiReceive v|

Sent ltems .
Favorite Folders Artanged By: Date ‘Newest ontop T Test Mail
13 inbex Alan John Barrow [aljohn@x
(3 Unread Hal To: Elenedockovich@yahon, con’
(3 For Follow Lip vich@yahoo.com!
(24 et Tems This is & tast mail only.
/
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Type a question for help

endiReceive dReceive - | 2oFind (S | (G Type acontacttofind  +

vl -

Favorite Folders Eﬂ Addtess Book,..  ClrkShift+B westontop  © Test Mail
B mboe [ Rules and At Alan Jahn Barrow [aljohn@digitathorizons.in]
Ei |rread Mai @ Enpty "Deleted Iems" Folder To: 'Elenedackovich@yahoo, com
Ei Far Follow Up 1 Tue 231 PM v
(5 ent tems Exmal Accounts... This is a test mail only.
Al Mal Folders ‘m ns.in' Tue JRpH
2 €6 Personal Foldars Options,.. A
(3] Deleted tems ) J
s I = Click Tools
E Inbix
Ea Junk E-mail
@ Outhos
@ Sent Tkems
g ﬁ Search Folders
ﬁ;i For Follow Up H
il Select Options
ﬁ;i Unread Mai
! <
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Options

| Preferences || Mail detup | Mail Farmat

Message Format
b j Choose a Format for oukgeing mail and change advanced sattings,

(

Ilse Microsoft Office Word 2003 ko edit e-mail mess&s__

Compose in this message Formak: |HTML w |

[ use Microsoft Office Word 2003 ko read Rich Text e-mail messages

’_ Internet Farmat. .. ] ’_International Cpkions... ]

Skationery and Fonts

f Use stakionery to change wour defaulk Fonk and style, change colars,
+  and add backgrounds to vour messages,

IJse this stationery by default: | <hone s w |

[ Fants... l[ Stationery Picker,.. l

Signatures
"
‘é‘ Select signatures For account: |mail.digitalhorizuns.in b |
Signature For new messages: |.ﬁ.lan Barrow w |
Signature For replies and Forwards: | ZMane = w |
’_ Signatures. .. ]
L ul's J [ Cancel Apply

Signature:

Click New

Previgw:

Unable ko preview selected signature, or no signature selected.

[ oK ] [ Cancel

indiamap

Click Mail Format

[ Fonts... H Stationery Picker.. ]

Signatures

A
é Select signatures for account: |mai|.digita|h0rizons.in v |

Signature For new messages:

#lan Barrow v

Signature For replies and Forwards:

oK, Cancel I Anply

Click Signatures

Create New Signature

@ 1. Enter a name for wour N signature:

‘ alan John Barrow -
2, Choose how to create vour signature:
%) Start with a blank signature

Use this existing signature as a template:

() Use this file as a template:

Browse, ..

e T

Enter Your Name

Click Next
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Edit Signature - [Alan John Barrow]

Signature texk

2& This kext will be included in outgoing mail messages:
-
Thank you. I

Regards, J > Your Signature

Alan John Barrow.

[ Patagraph... ] [ Clear ] [ Advanced Edit... ]

wCard options

Attach this business card (wCard) to this signature:

| <Maone =

“

[ Mew wCard Ffrom Contact, .. ]

wy Cancel

=

Font Settings Click Finish

EX Invitation - Message
_.: 5 Ecﬁt Yiew 'I_.I.Wselrt Format  Tools  Table Window  Help

._EJFinaI Showing Markup vI;how' | 3 «;;} v3 - 5do ! by | _g:: !
Egend| I} '.| G | ¥ 8% [[S] optons., »|HM -
::]L_ﬂf._::'Fjé’,: " | Sherry. Darltoni@agmail.com

We. |

”S“Ub‘.féj;t I Invitatinnﬂ:

Tvpe a queskion for help = | X

Regards,
Alan John Barrow
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Type a question forhelp -~ =
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Find 3 ————
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m IUnread Mai pty Deleted Iems' Folde To: 'Elenedockovich@yahoo. com’
0 Far Felow Tue 331PH .
5 sent tems | Exmel Accounts.. N Thiz is a test mail only.
il Ml Folders ™~ M s Tue 328PH1 .,
= €5 Persondl Folders Qptions...
3] Deleted Items ¥
@ Drafts [1]
Inbi:
Ea Junk E-miai . .
Gt Click Email Account
@ Sent Ttems
=] fﬂ Search Folders
m For Follow Up
r? &
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E-mail Accounts

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

E-mail

Onaddane

Wiew or change existing e=mail accounts;

Select

Doy Exisiting
(O add a new drectory or address book A c oun-‘.

(O View or change existing directories or address books

B Click Next

E-mail Accounts |X

E-mail Accounts
Yfou can select an account and change its settings or remove it

Qutlook processes e-mail For these accounts in the Follawing order:

Name Type Change...
mail digitalhorizons.in POP{SMTP (Default)

LY

)
et a5 Default CI iCk Change

Mave Up

MMave Down

Deliver new e-mail ka the Follawing location:

Personal Folders hd | [ Mew Outlook Data File. ..

[ < Back u Finish J[ Cancel J
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E-mail Accounts %]
E-mail Accounts
¥ou can select an account and change its sektings or remove it,

Outlook processes e-mail for these accounts in the Following order:

Marne Type Change...

mail. digitalhorizons.in PCRJSMTP (Default)

Sek as Default
Move Lp
Maswe Dotn
Click Finish
Deliver new e-mail to the Following location:
Personal Folders | [ Mew Outlook Data File... | ,
l_ < Back. Finish Zancel J
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