OUTLOOK 2003
MarketingMatch Email Setup Instructions

1. Select “Tools” and then “Email Accounts” from the Upper Menu bar from within Outlook

2. Select “Add a new e-mail account” and click “Next”

E-mail Accounts ﬂ

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
E-mail
% add a new e-mail account:
™ Wiew or change existing e-mail accounts
Directory
" add a new directory or address book

™ Wiew or change existing directories or address books
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3. Select “POP3” and click “Next”

E-mail Accounts ﬂ

Server Type
ou can choose the bype of server your new e-mail acount will work with,

" Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents,

" IMaPp

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

" HTTP

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

" Additional Server Types
Conneck to another workgroup or 3rd-party mail server,
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Enter “Your Name” as you wish it to appear on any emails sent and your “E-mail Address”
Ensure both the “Incoming Mail server” and “Outgoing Mail server” are set to:
mail.marketingmatch.net

Ensure your “User Name” is set to the email address that has been provided and enter your
“Password” as provided

E-mail Accounts ﬂ

Internet E-mail Settings {(POP3)
Each of these settings are required o get vour e-mail account working.,

User Information Server Information

Wour Marie: |:|Dhn Smith Incaming mail server (POP3Y: |mai|.marketingmatch.net

E-mail Address: |jnn@marketingmatch.net Qutgaing mail server (SMTPY: |mai|.marketingmatch.net

Logon Information Test Settings

User Mame: |jnn@marketingmatch.net After filing out the information on this screen, we
recommend wou tesk wour account by clicking the

Passwaord: |******** button below, {Requires network connection)

v Remember password
Test Account Settings ... |

| Log on using Secure Password

Authentication (SPA) More Settings
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Once completed DO NOT click “Next” —instead click “More Settings .. ."

Enter an alternative name for the new email account if you wish

Internet E-mail Settings ﬂ
General ]Outgoing Server ] Connection | Advanced
Mail Account

Tvpe the name by which vou would like ko refer ka this
account, For example: "work" or "Microsoft Mail Server”

mail.marketingrmatch. net

Other User Information

Organization: |

Reply E-mail: |
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9. Select the “Outgoing Server” Tab
10. Ensure that “My outgoing server (SMTP) requires authentication” is ticked

11. Also ensure that “Use same settings as my incoming mail server” is selected

Internet E-mail Settings ﬂ

General Qubgoing Server |C0nnecti0n| Advanced

Iv My outgaing server (SMTP) requires aukhenticakion:

a Use same settings as my incoming mail server

" Log on using

User Warme: I

Bassword: I

¥ Remember password

[" Log on using Secure Password Authentication (SPA)

" Log on ko incaming mail server before sending mail
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12. Select “OK” and then click “Next” back on the main setup screen

13. Your email account has now been setup and is ready to use. Click “Finish”

E-mail Accounts ﬂ

Congratulations!
ou have successfully enkered all the information required to
setup your account,
To close the wizard, click Finish,
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