365 POP setup for Outlook 2003
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In order to setup email for Outlook 2003. Open Outlook, select Tools and select email accounts.
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Select Add New Account and click next
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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(®riadd a new e-mail account;
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Select PoP3 as the server type and then click next.



o 1

E-mail Accounts

Server Type
You can choose the bvpe of server vour new e-mail acount will wark with,

(") Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public folders, and share
documents.

(O}
Connect ko a POP3 e-mail server bo download yvour e-mail,
) IMaAP

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

CHTTP

Connect ko an HTTP e-mail server such as Hokmail ko download e-mail and
synchronize mailbox Folders.,

() Additional Server Types
Connect ko another workgroup or 3rd-party mail server,
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Input your account name (this can be anything) your email address, and password we provided. Then select the option at the bottom for more
settings. Go to Advanced and insert the port numbers below.

Mail Server Name Port | Encryption Method

Incoming outlook.office365.com | gg95 | TLS

Outgoing smtp.office365.com 587 | TLS

To input these settings, select more settings in the bottom right corner. Select the Outgoing Server tab and tick the two options show below.. To enter the port
numbers, select Advanced.

Internet E-mail Settings

| General | Outgoing Server ?_.C_crn.n@[%en. | Advanced |
My autgoing server (SMTP) requirgs authentication
@ IUse same sektings as my incoming mail server

() Log on using

() Log on to incoming mail server before sending mail

That's it. You have now successfully configured your email onto Outlook 2003. Click Ok, Next and then Finish to finalise and you should now start to
receive emails.

If you wish to have your existing mail in your new mailbox, drag your current mailbox folder onto your new one and it will move the emails across.

After a couple of days we suggest removing the old account within account settings.You can do this by selecting tools, account settings, click your
old account and press remove.
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