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Outlook Express
Procedure to create a new account in Outlook Express

1. Doubleclick the outlook icon and go to the tool menu and select Accounts option.
And follow the instructions.

¥ Dutlook Express - Main Identity

I File  Edit Wiew | Tools  Message  Help

Send and Receive (]

Syrichrorize Al
Sunchronize Folder
et e for e

Address Book... Cil+Shift+B
Add Sender to Addiese Boal
Meszage Bules
= Gl essermen Senine
E-mail
L Wi Seatis

_‘ NewMal

Ther

New Account Signup
Sett Dphions...

Newsgroups

Setup 5 Newsgroups account...

2. Gotothe Mail tag.

Internet Accounts HE

All M ail | MNews I Directory Selvic.el Add >

Aot | Type | Connection | Hemove I
Eroperties I

Setasdetal

Impart... |
B I

Getliden.. |
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3. Click on the Add and go to the Mail.

Internet Accounts BE [P

Al LE |News I Directary SBIV\CGI

Acoount | Type | Connection

Hews.
Directory Service: |

g MSN Messenger
thin Outlook Expres:
dicate your status t
letting them know

T re at lunch, on the
;J just plain busy,
Export lools menu, then

nline Status, and
selection from

Sl e

Close

4. Enter the display name.

Intemnet Connection Wizard

Your Hame
\

‘when you send e-mail, yol} name will appear in the From figld of the outgoing message.
Type your name as pou wolld like it to appear

Display name:

For example: John Smith

& Hatk I Mest > I Cancel

5. Enter the email address.

Internet Connection Wizard

Internet E-mail Address

“Your e-mall address is the address other people uss to send e-mail messages to you.

* | already have an e-mail address that 1'd like to use

E-mail address: !maasimi@brain.net i

For example; someone{@miciosoft. com

1 I'd like to sign up for a new account fiom:

¢ Back I Mext » l Cancel
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6. Enter theincoming and the outgoing servers.

Internet Connection Wizard

E-mail Server Names

7. Enter the account name and the password.

Internet Connection Wizard

Internet Mail Logon

8. Click Finishto create your Account.

Internet Connection Wizard

Congratulations
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Procedure to edit the account in Outlook Express

1. Double click the outlook icon and go to the tool menu and select Accounts
option. And follow the instructions.

¥ Dutlook Express - Main Identity

I Eil= Edit  “iew | Tools Meszage Help

Send and Receive >

_| e M ail

Ser Synchronize Al
Synchronize Folder
Tliatle fan = ire ¥
Addresz Book. .. Ctrl+Shift+B
Add Eendern tedddriess B ool
tMessage Rules 3
] MS.’\_J 'r-.-i_esele_r.ger SeTaEe ¥
Tduildnlite Statie ¥
Ther I -
Mew Account Signup 3
Set il Dphions...
Newsgroups

Set up a Mewsgroups account...

2. Go tothe Mail tag, choose your account and click on the properties.

Internet Accounts [ 7] |
All Tl | Directary Service I Add 3
Account | Type | Connection | Bemove |
‘ brain.net. p, mail [defaul] Izing dialer — -

@ Spmantec Fax 5t.. mail Local Area Network

Eeh & [Wefault |
Impart.... |
Expaort... |

Setirder.. |

Cloze |
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3. Check the settings.

I ¥ brain_net pk Properties EHE

General | Serversl Eonnectionl Advancedl

I ail Azcount

Type the name by which you would like to refer ta these
zervers. For example; "wiork'" or "Microzoft Mail
Server”.

Llzer Information

Mame: |brain

Organization: I

E-mail addrezs: |brain@brain.net.pk

Reply address: |

¥ Include this account when receiving mail or synchronizing

Ok I Cancel | Apply |

4. Click onthe Serverstag and in My incoming mail server write POP3.
Write in Incoming mail (POP3) = brain.net.pk and
inthe Outgoing mail (SMTP) = smtp.brain.net.pk

[ #® hrain.net.pk Properties EER

General  Servers |C0nnecti0n| Advancedl

Server Information

by incoming mail server iz a I TEIVEL

Inzoming mail (POF3): Iblain.net. ok

Outgoing mail (S TR Ismtp.hrain.net. ok

Incoming Mail Server

Agcount name: Ibrain

Password: I’”‘*""
W Remermber passwaord

[~ Log on using Secure Password Authentication

Outgoing Mail Server

™ My server requires authentication Setings. . |

’T‘ Cancel Apply
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Microsoft Outlook

Procedure to create a new account in Microsoft Outlook

9. Double click the Microsoft Outlook icon and go to the tool menu and select Emall
Accounts option and than follow the instructions.

[& Inbox - Microsoft Dutlook [_[51x]

File Edit Wiew Favorites | Tools
Hllen - &5 X G
{hBack o

Outlook Shorteuts

Actions_ Help Type & question for help [

¥ lendfReceive | LiFind % Type a cantact to find  [F (200

Send/Receive

[E] Address Book... Ctrh-Shift+B

& Inbox
o5 Rules Wizard. .

OSEaT ed
A

|Received  ©  [Sies =]
Thy 5[6(04 11:0... 33 KB

Empty "Deleted Ttems” Folder

bk 20001

)

Tocls on the Weh...

Outlook Today E-mail Accounts. ..
Qustomize. ..
@ Optins.

=
g
g

2
g

From:  Microsoft Outlook 2000 To:
Subject: Welcome bo Microsoft Outlook 20001 Co

®
L

g
T
=4

©

%
%

@ © ] & ]
Weicome to
Microsoft Outlook 2000

LI One Window to Your Waorld of Information
Hiles

My Shorteuts 2
< | »
Ot Shattouts |

o

1 Item

10. Select the 'Add a new e-mail account’ option and hit Next.

HO2-D0504-V01

E-mail Accounts EHE
E-mail Accounts @
‘ou can change the e-mail accounts and directories that Outlook uses. &=
E-mail

" yiew or change existing e-mail accounts

Directory
£~ Add anew directory o address book

™ view or change existing directories or address books

 Bapk I Meut » I Clozse
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11. Here choose the option of POP3 and click Next.

| Accounts [ x]

Server Type g
fou can choose the type of server your new e-mail count will wark with, B

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

= pop3
Connect ko 3 POPS e-mall server to download
wour e-mail.

 IMAP
Connect o an IMAP e-mail server to download e-mail and synchronize
mailbox Folders.

C HTTP
Cannect ko anHTTP e-mail server such as Hotmail ko download e-mail and
synchranize mailbox foldets,

£ Additional Server Types
Connect ko another workgroup or 3rd-party mail server.

< Back I Mext > I Cancel

12. Enter the required information as given below.

mail Accounts E

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account warking, =
User Information Server Information

Your Mame: iBrain Incoming mail server {POPI): brain. net. pk
E-mail Address: imfo@bram‘net‘pk Outgoing mail server (SMTPY  [amtp braim, net. pk

Logon Information Test Settings
Lser Name: !‘F—' After Filling out the information on this screen, we
= AL recommend you test your account by clicking the buttan
Password; !www* below, (Reguires nebwork conneckion}
¥ Remember pasewn Test Account Settings ... |

I Log on using Secure Password

Authentication (5PA) More Setting
< Back I Nest > I Cancel I
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13. At the end click finish.

E-mail Accounts EHE

Congratulations! @

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

To clase the wizard, dlick Finish.

ZHak:

Procedure to edit the account in Microsoft Outlook

5. Double click the Microsoft Outlook icon and go to the tool menu and select
Accounts option, and follow the instructions.

) Inbox - Microsoft Dutlook
| File Edit Visw Favoribes | Tooks Artions Help ‘
|cfnen - | @[y X sendimecere || isendmeseive | 23 Find s organee | @ - @,

Outlook Shortcuts | 15 5 8) Address Book...  CtrH-Shift+E

. 1| O |5 55 Rules wizard. ..
2 Empty "Deleted Items” Folder it

|Received
i

Acco
Customize. .,
Options. ..
|
From: Microsoft Outlaok 2000 To:
Subject: Welcame ko Microsoft Outlock 20000 Ce:
[
= : =
-
Q@ © ® & @
Welcome to
Microsoft Outlook 2000
One Window to Your World of Information
by Shortcuts
Other Shortouts Microsoft®™® outlook®) 2000 is the premier =
ey Sy Yy Sy SR TSP M Ny pog
1 Item Mail Dilivery Enrar - click here /%y =
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6. Choose the option of 'View or change existing e-mail accounts and click

Next.

E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Sutlook uses.

E-mail
" add a new e-mail account

& iew or change existing e-mail accounts:

Directory
" add a new directory or address book

™ Wiew or change existing directories or address books

{an
i

sl

I Hest = l

LCloze

7. Click on the Brain account and hit on the Change button.

E-mail Accounts

E-mail Accounts
You can select an account and change its setkings or remove it,

2] %]

Dwtlook processes e-mail for these accounts in the Follawing order:

ame I Tvpe

brain.net. pk POP/SMTP (Ciefault)
Symantec Fax Starter Edition POP/SMTR
brain.met.pk (17 POR/SMTR

4

|+

Meve o

Move Down |

Celiver new e-mail to the following location:

|Persona| Folders :_i Wew Qutlook Data File,,

< Back

Firish |

Cancel
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8. Enter the information in the following fields as;
Incoming mail server (POP3) = brain.net.pk
Outgoing mail server (SMTP) = smtp.brain.net.pk
than click Next.

| E-mail Accounts

Internet E-mail Settings (POP3)
b

Each of these settings are required to get vour e-mail account waorking,

User Information Server Information

Your Manme: ibrain Incoming mail server (POP3): Ibrain.net.pk

E-mail Address: Ibrain@brain.net.pk Qutgoing mail server (SMTR): Jsmip brain. et pk
Logon Information Test Settings

Clearhlame: - After filling out the information on this screen, we

i Ibraln recommend you test wour account by clicking the button
Password: l************ below, (Requires network connection)

Test Account Setkings ... |

[ Log on using Secure Password

Authentication (SPA) More Settings I
< Back | Meut » I Cancel |
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Netscape Communicator
To procedure the Netscape Communicator

14. To access the mail through Netscape Communicator, click on the Mail icon or
click from the Windows drop down menu.

{1 Netscape

o File Edt Wiew Go Bookmarkz Toolz |wWindow Help

@ Q @ @ @ﬂavigatar Chrl+1
il 0 [ Mail & Mewsgroups  Cirl+2

A- B\ =2 Mal 4 Home ﬁy’ ,ﬁlnstanthﬂessenger Ctrl+3
-.J N —= ( £— €| Composzer Ctrl+4
3 .

_[ [Untltle\ E Address Book Cirl+5

* 1 Metzcape

15. Select the email account in the left pane and then click "View settings for this
account".

= pop3.nni.com - Netscape 7.0 §|§3§
. File Edit %iew Go Message Toolz ‘window Help

- S 888 § =

- / Get Mzogs Compose Feply  Feply &l Forward File Mest

{= stan{@nni.com Netscape 7.0 Mail - stan(
il Inbo
-5 Drafts Email
-3 Templates
-5 Sent ET

Eead messages
- Trash "‘@
= @ Local Folders p—

.-Q)Unsent Messages {Eﬂ Compose o hew message
-[E Drafts
-3 Templates
- Sent < Accounts
- Trash

@ Free Webmail W m “iew settings for this account

,f@ Create a new account

Advanced Features
& Search messages

% Create message filters

@ = 2 ©F ) | Document: Done [17.24 secs)
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16. Enter the name you wish to use in the account menu in the for Account name. The
email addressisfine. Check that the other fields are correct.

Mail & Newsgroups Account Settings ﬂ

Account Settings

Server Settings
Copies & Folders The_ fDIIowin_g information is needed before you can send ME33ages. [f you do not know
R the information requested, please contact your system administrator or Intemet Service
Addressing Pravider
Disk Space Agoount Name: [ stan@nni.com |
Retun Receipts
Security  Identity
Local Folders Each account can have itz own identity, which iz the information that other people
Outgoing Server [SMTF) zee when they read pour messages.
Free webmai
Your Hame: [Stan Frartz |
Emal Addiess: | stan@nini.com |
Reply4o Address: | |
Organization, [Munet, Inc |
[ Attach this signature:
[ Add Account... l | |
Compose messages in HTML format
[ Set a3 Default l
[ Remove Account l

I 0k ][ Cancel ][ Help ]

17. Click on Server Settings. Make sure that pop3.nni.com is the server name and
your full email addressis entered as the user name. Do not select 'Use secure
connection'. The other settings are at your preference. The program will assign a
local directory to store your messages automatically.

Mail & Hewsgroups Account Settings ll

7 stan@nni.com

Copies & Folders
Addiessing
Digk Space
Fieturn Receipts

E---Sec:uril_l,l
Local Folders
Outgaing Server (SMTP|
Free webmail

[ Add Account...

[ Set a3 Default

[ Remove Account

] | C:wINDOWS \Application D atatMozilla\Profileshstan’ 78kt Su. M ailhpop3.pni-1 .c:l

HO2-D0504-V01

| Server Settings

Server Type:  POP Mail Server

Server Hame:
User Name:
Port:

~ Server Seftings

[ Use szcure connection [S5L)

Check for new mail at startup

Check for new meszages every minutes
Automaticaly download any new messages

[ Leave messages on server

Ernpty Trash on Exit

Local directaory:

[ Qg ][ Cancel ][ Help ]
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18. Click on Outgoing Server (SMTP) and verify the following information is correct

and Never is selected under 'Use secure connection',

19. At last click on the OK.

HO2-D0504-V01

Mail & Hewsgroups Account Settings | :

= stan(@nni.com
Server Settings

: Copies & Folders
Addressing

Digk Space

Return Receipts
S ecunty
Local Folders

Outgaoing
Free wWebmail

[ Add Account...

| .:-.Outguing'Sewer.-.(SMTP) .Setlings.

Part: I:l

Uze name and password

Only one outgoing zerver [SMTR] needs to be epecified, even if wou have several
mail accounts. Enter the name of the server for outgoing messages.

Server Mame: | smtp.nni.com

User Mame: | stan@nini.com

Llze zecure connection [SSL):

(®) Mever (O When available (D) Alwaps
[ ] ][ Cancel ] [ Help
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