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Setting up your EM e-mail account in Outlook 2000

The following procedure is for Microsoft Outlook 2000 for a new installation of your e-mail account (you’ve never even started Outlook before).  If you use Outlook for e-mail now, go to page 5 to add your EM e-mail account.

If you have questions about your installation and any problems you have with it, please feel free to call Larry Freshour at 864.370.3115, x214 (office), 864.325.5755 (cell), or 864.286.3978 (home) or Leslie Gregory at 469.222.3073 (cell).

The first time you start Outlook, the Microsoft Outlook Setup Wizard will run and step you through the configuration process.

IF the Wizard does NOT run when you start Outlook, then Outlook has been run at least once before; proceed to page 3 to follow the setup procedure using the Internet Connection Wizard.

1. Start Microsoft Outlook.  

Depending on your computer setup and software installed, two small windows may display quickly and briefly: preparing to install Outlook, then configuring Office.


As the program starts, you may be asked to enter a Name: and Initials: in the User Name window.  


The Microsoft Outlook Setup Wizard starts. 

2. Click on Use the following information services.
3. Tick Internet E-mail.
4. Click on Next >
5. Click on Setup Mail Account.
6. On the General tab, In the Mail Account field, type a name that will help you identify this e-mail account, i.e. EM e-mail or My EM e-mail, or mail.execmin.org, etc.  Husband and wife can set up separate accounts with different Mail Account names and operate accordingly (see page 5).

7. In the User Information blocks, type the appropriate information.

8. Your e-mail address will be: firstname.lastname@execmin.org

Please type your personal name, not the words: firstname and lastname.

9. Click the Servers tab.

10. In the Incoming mail (POP3) field, type: mail.execmin.org
11. In the Outgoing mail  (SMTP) field, type: smtpout.secureserver.net. 

12. Under Incoming Mail Server: in the Account name: field, type your full e-mail address: firstname.lastname@execmin.org (please type your personal first name and last name, not the words: firstname.lastname).

13. In the Password field, type: password1 (this is a temporary password; see page 6 to change this password).

14. Under Outgoing Mail Server, tick: My server requires authentication.
15. Click the Connection tab.

16. If you have a high-speed Internet connection (cable or DSL), click Connect using my local area network (LAN).

17. If you have a dial-up Internet connection, click I establish my Internet connection manually.

18. Click the Advanced tab. 

19. In the Outgoing mail (SMTP) block, change the port to 80 or 3535. 

20. Click OK. 

21. Click Next >
22. Click Next >
23. Click Finish.
24. Congratulations!  Now you can start using Outlook to receive and send Executive Ministries e-mail.

Note:
If you connect to the Internet with a dial-up connection, i.e. Juno, NetZero, AOL, etc, you must start this program and connect before using Outlook for e-mail.

Steps to configure Outlook with the Internet Connection Wizard - if Outlook has been run before.

Manual setup of Outlook is necessary if you have previously run Outlook, whether or not you created a profile and/or account.

1. Start Microsoft Outlook.
2. As the program starts, you may be asked to enter a name and initial in the User Name window.  Then click OK.  

3. Type your full name as the Display name:   

4. Click Next > 

5. Enter your new Executive Ministries e-mail address as: firstname.lastname@execmin.org  


Please type your personal name, not the words: firstname and lastname.

6. Click Next > 

7. On the E-mail Server Names window, enter your information as follows:

8. My incoming mail server is a POP3 server will already be selected (but verify that).

9. In the Incoming mail (POP3, IMAP or HTTP) server: field, type: mail.execmin.org
10. In the Outgoing mail (SMTP) server: field, type: smtpout.secureserver.net.
11. Click Next >
12. In the Account name: field, type your full e-mail address: firstname.lastname@execmin.org 

(please type your personal first name and last name, not the words: firstname.lastname).
13. In the Password field, type: password1 (this is a temporary password; see page 6 to change this password to one of your choosing).

Verify the check box by Remember password is ticked.

14. Click Next >
15. If you have a high-speed Internet connection (cable or DSL), click Connect using my local area network (LAN).
16. If you have a dial-up Internet connection, click I will establish my Internet connection manually.
17. Click Next>
18. Click Finish.  
Sorry, but you’re not finished with the installation – just a few more steps to complete.  But you’re doing well up to this point!  

Outlook will start now, but it’s not ready to do e-mail yet.
19. After Outlook starts, click on Tools
20. Click Accounts… 
21. Click on the Mail tab.
22. Click on the new account you just created.
23. Click on Properties 
24. On the General tab, you may want to change the Mail Account name to a specific name, like (firstname) EM e-mail, etc. to distinguish the accounts you may setup (the default is the name entered at step 9 for the incoming mail server).

25. Fill in any other User Information you want to.

26. Click on the Servers tab.
27. Most of this information you completed in steps 3-13 above.  

Under Outgoing Mail Server, tick the check box by My server requires authentication.  
28. Click the Advanced tab.
29. Under Server Port Numbers, change the Outgoing mail (SMTP) server port number in the box to 80 or 3535.
30.  Click OK
31. This takes you back to the Internet Accounts window.  Click Close.
Congratulations!  Now you can start using Outlook to receive and send Executive Ministries e-mail.

Please send an e-mail to larry.freshour@execmin.org to let us know of your success.  Also, carbon copy david.williams@execmin.org - David would appreciate knowing you’re operating with your new Executive Ministries e-mail address.

Note:  Some Internet security software (anti-virus, firewall, etc.  Norton Internet Security has been a problem for some staff) may block your e-mail.  If Outlook doesn’t work, temporarily disable your security software (your security software will restart the next time you restart your computer), and then try again.  If Outwork does send and receive mail now, your security software will need to be configured to allow Outlook to work.  Check with your software company for how to do this.

To add your EM e-mail account to your existing Outlook set-up, follow these steps.  

Also, husband and wife can set up separate accounts in Outlook on the same computer with this procedure after the initial setup of one account. 

Perform these 5 steps first, then go to step 2 on page 1 to add another account, typing in the appropriate name at the required name and e-mail account fields.   All the other settings (servers, etc.) would be the same.
1. Start Outlook.

2. Click on Tools (on the top toolbar), then Accounts… 

3. Click on Add…  

4. Click on Internet E-mail.

5. Click OK . 

6. Repeat steps 2 thru 23 on pages 1 – 2 above.

If your Outlook has more than one e-mail account installed, when sending, forwarding, or replying to e-mail, you can select the account that sends the message by clicking on the small down arrow to the right of the Send button.  Click on the appropriate account and the message will be sent from that account.

If you are not familiar with Outlook, you can view a tutorial on using it by going to www.microsoft.com/education/ManageMailTutorial.mspx   or www.microsoft.com/education/O2kTutorial.mspx.  Scroll down to the Outlook link.
To change the temporary password to your own password.

1. In your internet browser, go to email.secureserver.net.
2. In Web-Based E-mail, in E-mail Address: type in your EM e-mail address.

3. In Password:, type in password1.
4. Click Login.   

5. Look for the Settings tab in the bar just below the heading, Web-Based E-mail.

6. Put your cursor on Settings.  A drop-down menu appears.

7. Click on Personal Settings.
8. In the Password tab, type password1 in the Current Password: field.

9. In the New Password: field, type in your own familiar password (be sure it meets the criteria of between 5 and 32 characters).

10. In the Confirm New Password: field, again type in your own familiar password.

11. Before clicking OK, look at the other tabs to see how you can personalize your web-based e-mail.

12. Now click OK.

13. Now you need to change the password in your Outlook settings.

14. Start Outlook.

15. Click on Tools (on the top toolbar), then Accounts… 

16. Highlight the account you want to change.

17. Click Properties.
18. Click the Servers tab.

19. In the Password field, type your familiar password you entered in steps 8 and 9 above.

20. Click OK
21. Click Close.

22. Repeat for any other EM accounts in your Outlook.

23. Reminder - you can check your execmin.org e-mail anytime and anywhere by going to the web-based e-mail at email.secureserver.net and typing in your EM address and password.
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