Outlook 2002 POP Configuration Settings for PC

September 20, 2004
Overview

We recently made some adjustments to allow clients the ability to access their email using their Web Browser and a full email client. 

Special Considerations

· If you have an anti-virus application such as Norton Anti-virus, you may need to disable the outbound email scanning option.

· When configuring your account settings be sure to use your primary email address rather than an alias. The primary email address was given to you prior to receiving this document.
Step-by-Step Configuration Instructions

Step 1:
With Outlook 2002 installed and open, select the Tools > E-mail accounts menu option.

Step 2:  Choose the “Add a new e-mail account” option ( Click Next>

[image: image1.png]E-mail Accounts
You can change the e-mail accounts and diectories that Outlook uses,

E-mail
B 3w sl account

" Yiew or change existing e-mail accounts

Directory
" add anew drectory or address book

 View or change existing diectories or addess books:

Bk gose





Step 3:  On Email Accounts Page: Select “POP3” (Click Next>
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Step 4:  Make the following changes (to the E-mail Accounts) page:
Your name: as first and last name.

E-mail address: as primary email address
Incoming Mail Server (POP3): as email.mitsupport.com
Outgoing Mail Server (SMTP): as email.mitsupport.com
User Name: UserID (replace UserID with the one that was given to you) 

Password: Your Password
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Step 4b:  On above Email Accounts page(Click “More Settings”

Step 5a:  On Internet E-mail Settings page:
Click the: Outgoing Server Tab( Check the “My outgoing server (SMTP) requires authentication”

(Select “Use same settings (SMTP) as my incoming mail server.
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Step 5b:  Also on Internet E-mail Settings page:

Click the: Advanced Server Tab(
NOTE: Optionally you can check “Leave a copy of messages on the server” and


“Remove from server after “15” days”

Step 6:  Click OK to the Internet Email Settings page and On the above Email Accounts page( Click “Test Account Settings” to confirm setup (Then Click “Next”

Step 7:  Click Finish on the Congratulations! Email Accounts page

Congratulations. You have completed the POP configuration. As always there are a number of optional configuration settings that you may choose to utilize or not, at your discretion. The information presented here represents the minimal configuration requirements to successful engage in the POP environment.
