Changing vour mail setting in Outlook

To check the version of Outlook on your machine, click on Help > About Microsoft
Outlook. The version will be displayed at the top of that window.

In Outlook 2002 (XP)

1. Open Outlook

2. Select Email Accounts from the Tools menu, as shown below.
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3. Select View or change existing email accounts.

E-mail Accounts

E-mail Accounts
ou can change the e-mail accounts and directories that Outlook uses. ]
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" add a new e-mail account

[+ Aiew or change existing e-mail accounts;

Directory
" add a new directory or address book,

" Wiew or change existing directories or address boaks

| Mest » | Cloge

4. Select your MICA email account and click the Change button.

E-mail Accounts

E-mail Accounts
You can select an account and change its settings or remove it. ]

Qutlook processes e-mail For these accounts in the Following order;
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5. In the window that opens, change the POP3 and SMTP server information to
mail.mica.edu, as shown below.

E-mail Accounts

Internet E-mail Settings (POP3)

Each of these settings are required ko get wour e-mail account waorking. ]
User Information Server Information
Your Mame: |Daviu:| Apav Incoming rmail server (POP3): |mai|.miu:a.eu:|u =
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Password: |**** below, (Requires network connection)
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6. Click Next and Finish.



In Outlook 2000

1. Open Outlook.

2. Select Accounts from the Tools menu, as shown below.
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3. Select your MICA email account and click the Properties button.
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4. In the window that opens, change the POP3 and SMTP server information to
mail.mica.edu, as shown below.
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5. Click Apply and then OK.



