Microsoft Outlook Email Settings

*settings are similar for Outlook 2003 & 2007

Open Microsoft Outlook. If the auto wizard starts up, cancel it and continue with the following steps.

1. Select Tools from the menu. In the drop down menu select Account Settings.
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Note: Account Type must be POP3
Note: The Incoming and Outgoing mail servers are the same.
Note: The User Name (provided by Technology Department) must have @unionpsd.org behind it.

Change E-mail Account |t

Internet E-mail Settings
Each of these settings are reguired to get your e-mail account working.

User Information Test Account Settings
Your Mame: Mike Tynes ' After filing out the information on this screen, we

= ! recommend you test your account by dicking the
E-mail Address: | tynesm@unionpsd.org button below. (Requires network connection)
Server Information

Test Account Settings ... ]

Account Type: POP3
Incoming mail server: lemail2.nls.k12.]a.us

Outgoing mail server (SMTPY): | amail2.nls. k12.la.us

Logon Information
User Mame: tynesm@unionpsd.org
Password: [e—
Remember password
[] Require logon using Secure Password Authentication (SPA) More Settings ...

Figure.2

Click the More Settings... button to see Figure.3 (see next page).
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Microsoft Outlook Email Settings

*settings are similar for Outlook 2003 & 2007

Note: Enter information appropriate for the user.

nternet E-mail Settings

General |Dutgoing Server | Connection | Advanced

Mail Account

example: "Work" or "Microsoft Mail Server”

[

Type the name by which you want to refer to this account. For

Dther User Information
COrganization: ;L.Inion Parish School District

Reply E-mail:  |tynesm@unionpsd.org
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Click OK when finished.

Click Next (as shown in Figure.2) when finished.
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