Using the mouse, right-click on the Microsoft Outlook icon, then select ‘Properties” from the menu. You will then see a screen like the following:
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The first thing you want to do is to create a new profile. The profile you create will be used to access a specific email account. To create a new profile, click on “Show Profiles”. You will then see a screen similar to the following, although it will only show profiles if you already have at least one defined.
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If you have more than one profile defined, you probably wish to be able to easily select the one you want whenever you bring up Outlook, and therefore you should check “Prompt for a profile to be used”. If you only have a single profile defined, or you always want to use a specific profile then highlight the profile and check ‘Always use this profile’. You can always change this later if desired.

To create you first profile, or a new profile, click ‘Add…’. To delete an existing profile, highlight the profile and click ‘Remove’. To modify the settings for an existing profile, highlight the profile and click ‘Properties’.
If you selected ‘Add…’ you will see the following window:
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Choose an appropriate name for this profile and then click ‘OK’. You will then see the following screen:
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Leave the “Add a new e-mail account” checked and click “Next >”.  You will now see the following screen:
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Check the “POP3” button and click “Next >”. You will now see the following screen:
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Next, you will enter information on this screen. It is assumed that you have already been told what your new Email Address and Password are. The following example is for an email address called Mark.Evenson@mjpta.org.
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You are free to enter whatever you like for “Your name”. This will appear as the sender for your emails you send. The “Email Address” and “User Name” must be your assigned Email Address. The Password is your assigned Email Account password (you may have the Webmaster select one of your choosing at any time). Before you test the account, you will need to click “More Settings”. Once you do this you will see the following screen:
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Outlook will default the Mail Account field with the server data from the prior screen. You may update this to anything meaningful, or just leave it. It is not important. Then, click the “Outgoing Server” tab. You will see the following screen:
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Note: I have already checked the “My outgoing server (SMTP) requires authentication” box. Go ahead and check it. Leave the “Use same settings as my incoming mail server” button checked also. Then click the “Connection” tab. You will see the following screen:

[image: image10.png]Generl | Outing sever Connecton | acenced |

4 Flease specky thetype o connectionto use for -l

Connection
 Connect using my Iocal area network (LAN),
I~ Connect via madem when Outock s offine
" Connect using my phone line.
" Connect using Internet Explorer's or & 3rd party disler
vadem

Use the Fallaying Dia A eterking cannection

Broperiis, Add





The default is “Connect using my local area network (LAN)”. If you have either broadband (cable, like Comcast) or DSL (like ATT), where the internet is “always on”, then keep this checked. If you have dial-up, you will probably want to check “Connect using my phone line”. Then click the “Advanced” tab. You will see the following screen:
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You will keep the “Incoming server (POP3)” at “110”. However, you must change the “Outgoing server (SMTP)” value from “25” to “587”. Next, you must decide if you want to keep a copy of the email on the server. If you do, then check this box. If you do not check it, then when Outlook downloads your email to your computer, the email is removed from the server (from the MJPTA.org website server). If you desire to have Outlook defined for your email account on multiple computers (at home and at work, for example) then you will want to have this checked so that the other computer can also retrieve your email. I usually check it. The final screen then looks like the following:
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Now, you can click “OK” and be taken back to the original screen where you can now test your settings.
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To test your settings, click the “Test Account Settings …” button. If all goes well, you will then see the following screen:
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If anything failed, it is probably due to an incorrect setting and you will need to double check everything.
If successful, then click the “Next” button and then the “Finish” button.
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To later update an email setting on one of your profiles, simply display your profiles as done earlier, highlight the one you want to change and click the “Properties” button:
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You will then see the following screen:

[image: image17.png][Mail Setup - mark.evenson@mipta.org

E-mall Accounts

d Setup e-mail accounts and directories,

Data Flles

. Chare sts o theles Ukt s
LORp R el e

ose





Click the “E-mail Accounts” button. You will then see the following screen:
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Keep the default setting and click “Next >”. You will then see a screen similar to the following:
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Click the “Change …” button and you will see the familiar screen you saw when you added the Email Account:
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Make any updates then click “Next >” and then “Finish”.

