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Setting up an email account in Microsoft Outlook
Jupiter Academy

These directions are for Microsoft Outlook XP and may differ slightly in Outlook 2003 or
2000.

Turn on your computer and log in. Inwindows, if users don’t log in separately, their
email will go in the same mailbox. If that is ok, just open windows as you normally do.

If you need to set up separate windows logon’s for all users of the computer. You do this
by going to the Control Panel and clicking on users. If you want instructions on how to
set up a separate windows account you can request that information from

john@perfectdatasystems.com or call 561-741-7875.

Find the Microsoft Outlook icon on the desktop (I recommend Outlook over outlook
expressif it is available because you can do so much more with it.)

=

Microsaft
Citlaak:,

Double click on it and it will open outlook.

If you are setting up your own computer and you have never used outlook before you will
get a startup screen. If you have other accounts set up in outlook it will open to your
inbox. Follow the procedure below called “ Adding Accounts to Outlook”. Otherwise you
will get awizard which will ask if you want to set up an email account. Click yesto get
to the email accounts setup screen.
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Server Type
You can choose the tvpe of server your new e-mail acounk will work with, ]

" Microsoft Exchange Server

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

wour e-mail,

i IMAP
Conneck ko an IMAP e-mail server to download e-mail and synchronize
rnailboy Folders.

" HTTP
Zonnect to an HTTP e-mail server such as Hotrnail o download e-mail and
synchronize mailbox Folders.

" additional Server Types
Zonnect ko another workgroup or 3rd-party mail server,

< Back I Mewxt = I Cancel

POP3

The Jupiter Academy email account is a pop3 account. Click in pop3 and then next. You
will then get a screen where you enter your information.
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Internet E-mail Settings (POP3) @

Each of these settings are required ko get wour e-mail account working.

User Information Sserver Information
Your MName: || Incoming mail server (POP3): I
E-mail &ddress; I Qukgaing mail server (SMTR: I
Logon Information Tesk Settings
User Mame: I after Filling aut the infarmation an this SCrEen, We
recommend ywou besk your account by clicking the butkon
Password: I below, (Requires network connection)
p Remember password Test Accaunt Setbings ...

- Log an using Secure Password

Authentication {SPA) More Setkings |

< Back I et = Cancel |

Enter your name: first name, one space, last name. Enter your Email address. It is
usually the first letter of your first name, and your last name. Then add
@jupiteracademy.com. For example, if you are Bob Jones, the email account is:

bj ones@j upiteracademy.com

Servers

Next you need to enter the name of the servers where outlook gets your mail. The PoP3
server for Jupiter Academy is:
mail.jupiteracademy.com

The outgoing mail server (smtp) is.
smtp-gh.jupiteracademy.com

Y our user name for logging on to the server is a number, which tells the server you are
from Jupiter Academy, followed by a dash, and then your email name. Everyone from
Jupiter Academy uses the same number, 487818. Bob Jones would put:
487818-bjones

Y our password is entered next.



Once you have filled al of thisin you should test the connection by clicking on the “test
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account settings” button. Y ou get the following screen:

Test Account Settings

Congratulations! all tests completed successfully, Click Close to continue.,

Tasks | Errors I

stap |

Tasks | Status I
\./Estal:ulish network, connection Completed
w./Find outgoing mail server (SMTF Completed
\/Find incaming mail server (POP3 Completed
\/Lng onko incoming mail server (POP3) Completed
\/Send kest e-mail message Completed

If you get five green check marks you are good. If not check the data to make sure you
input everything right. 1f you have a problem call Perfect Data Systems at 561-741-7875.

Adding Accountsto Outlook

If you aready have an email account in outlook you can add your Jupiter Academy

account by clicking on the tools menu and selecting “E-Mail Accounts’. You will get the

following screen.

E-mail Accounts

E-mail Accounts
You can change the e-mail accounts and directories that Qutlook uses,

2

<

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

< Back I Mewxt = I

Cloze
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Click the “add a new e-mail account” button, then “Next”. Now select pop3 and follow
the directions above under the heading POP3 for filling in the information. When you are
done, mail from all of your accounts will flow into the same mailbox.

Once you have opened Outlook make sure that you have it check for new mail. Go to the
tools menu; click on “send and receive”, “all accounts’. Thiswill download any new
mail from the server. Click on the inbox folder to see your mail. Double click on the
items to open them. Y ou can reply to them by clicking on reply and then typing a
response in the new mail window. When done, click on send. A copy will be saved in
the sent items folder and a note attached to the origina email that you answered it with a
time and date stamp.

Sending new mail
When you want to send an email in Outlook you should make sure you are in the inbox

& Inbox - Microsoft Dutlook -8 x|
File Edit Wew Favortes Tools  Actions  Help Type a question for help =
Ctew « Sh L W Sekeply CReply o Al G0 Forwerd | 25 SendjRecsive || Find | % Type acontactto fird = | (3)
G Gk | BE[ER ] o | @ | vessaes SiI=r=.
% Inbox
Qutlook Shartcuts | | Folder Lisk x Look Far: = SeatchIn» Inbox Find Mow Clear Options * X
& AVCh?"'E Folders | [ |% | @|Fram | Subject |Recaived T Size lil
@ = %C'EVT ':0';::5 jonseal@adel.. Microsoft Dutlook Test Message Wed B/23/2004 12:50 PM 2KB
lsted Thems "
H Ransom Care: Hous.e payment ko high? lgwsevh Tue 6/22/2004 11:54 PM SKB
OuteckTaday | -3 Inbox A e oo E
-1 Personal Falders
E-@ Outlock Today - [Per FI‘DI‘!‘I: ja_nseal@adelnh\a‘net To:  jonseal@adelphia.net
Subject: Microsoft Outlook Test Message Cc:
1 Calendar
Inbax (1) % Company Relater | |This is an e-mail message sent automatically by Microsoft Qutlook's Account Manager while testing the settings for your =]
2 Contacts POP3 account
@ Customers
(3 Deleted Ttems
Deleted Items 55 Drafts (3)
- Inbox {1}
~%E Inbox1
(ﬁ Journal
{2 Notes
-8 Quthox
B Paswords and sit
B saved Mall
-2 sent Items
-y Tasks

My Shortcuts
-]

Cther Shorkcuts | F

| | v
st | 4 @ & B 7| e £00| €| B Bye.| £16 ([T B £ | @02 @ EH IO CABES 2o

Click on New and the mail screen will open.
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g Untitled Message - Microsoft Word -8 x|
Fle Edit ‘ew Insert Format Tools Table Window Help Type a question for help =
e HER SRy iR v- - |@FORE S| 7 [0% |3, i o ez u|l=E=|A- *
s aios g | & 9 B & - 1 © @ -]

[=15end | Accounts = Lﬂ - 5« ! 4| Ogtlans... ~  HTML -
EATo.. | |
EAce... |
Subject: ‘ |
;é '
/ Tohn 5. Seal
wwrw. PerfectDataSystems. com
800-322-9005

onE@perfectdatasystems. cam

o

g |

w o n|d]

0

OISR RROSRROISHD

Y AR 1l
st | 1) @ B) @ 7] o] 3] Em] B | Byc | ENs | | @0 | Evw] @ | B | By (¢ IRIHOASES aurm

In the box marked To: you enter the email address of the person you are writing to. You
can also select a name from your contacts or other email address list by clicking on the
To: You will get adialog box which alows you to select from your contact list.
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select Names x|
Shows Mames From the: IC:::nta-:I:s j

Type Mame or Select From List:

I Message Recipients

I Mame To -z | lendy Asronson fandrew.aamnsc;l
and 1 -
fndrew R, Stesls = ll
Andy Aaronson
Anthony C. Anselm Lc-= -l
Ardeshir Shahmaei ﬂ
Ardeshir Shahmaei
Ark Marquadt
art Pollock, - Ecc;l ﬂ
R e I e |

KIN] _>I_I [~

MEw, | Propetties | Find. .. | Send Ogtinns...l

| O, I Cancel | Help |

Y ou select the contact list from the drop down box at the top of the form. Y ou then type
in a name to search the list or scroll through the list, select aname and click on it. Then

you click on To: and OK. Thiswill return you to the email with the name entered.. You
can also add new names to your contact list by clicking on the new button. Y ou can add
other contact lists so that you can set up mailing lists for your company or organization.

See Setting up new contact lists below.

Setting up new contact lists

Y ou can add new phone directories to outlook so the names show up on the “TO:” list
when creating anew email. First you must know where the file is that you want to add.
In our caseit isin the “Shared Documents’ folder on the desktop. To add it to outlook
first go to the tools menu, and click on options. At the top of the dialog box, click on
“Mail setup”. Go down to the “Data Files’ button and click onit. A new dialog box
opens showing the datafiles. Find the“Add” button and click onit. This opens another
dialog box which asks what type of file you want to add. Select “Personal Folders File
(.pst)” and click on “OK”.

Next a search dialog box opens. Y ou need to find the file with the email addressesin it
that you wish to add to your Outlook. In our case you use the drop down list and select
the “shared documents’ folder. Once you have selected it alist of filesin the folder will
appear and you select the file “ Jupiter Academy email”. Close the dialog boxes clicking
on ok or close until you are back at the Outlook window. The Folder list should now
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contain afolder called Jupiter Academy Directory. Click on the plus sign by it and it will
show two filesinit. Right click on the one called Jupiter Academy Staff and click on
properties from the shortcut menu that pops up.

That opens anew dialog box. Click on the “Outlook Address Book” tab. Put acheck in
the box next to “ Show thisfolder as an e-mail Address Book”. Click “apply” and then
“OK” to close the box.

Now click on the tools menu and select “Address Book” . When the address book dialog
box opens click on its tools menu and select Options. Under “show this address list
first:” select from the drop down lig “JUPITER ACADEMY Staff”. Under “Keep
personal addressesin:” leave Contacts or any contacts you add to “JUPITER ACADEMY
Staff” will be added to everyone’s contact list. Under the third option use the arrows to
the right to move “contacts’ down and “JUPITER ACADEMY Staff” up so that
“JUPITER ACADEMY Staff” is at the top of thelist. Click “apply”, and then “OK” to
close the dialog box. Close the Address Book dialog box by using the file menu and
selecting “Close’.

Now with inbox highlighted in the folder list, click on “new” (below the file menu) and it
opens the new email message box. If you click onthe“TO:” alist of the staff should
pop up and you select a person from the list. And click on the “To” in the center of the
page. The name will move over to the Message Recipients box. You can add as many
recipientsto the list as you want. When don click “OK” to close the box and add the
names to your email. Fill out the subject and the body of the email and click send when
done. The email will close and be sent to the parties selected.

Don't forget: Y ou must click on the send / receive to get your mail from the server and
to send mail from your outbox.
Automating the send/r ecelve process.

Open outlook, go to the "Tools" menu, click on "Options'.
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options 2|

Preferences |Mail Setup I Mail Farmmak I Spelling I SECLFiky I Cther I

E-rnail

Zhange the appearance of messages and the way they are handled,

Calendar

Cuskomize the appearance of the Calendar.

[V Default reminder: |15 minukes j Calendar Options. .. |

Change the appearance of kasks,
Remindet kime: IB:DD AM j Task Options. .. |
Conkacts

_hange default settings for contact and journal.
= Contack Cptions. .. | Journal Cptions. .. |

Tasks

Maotes

hange the appearance of notes,

(s Cancel Apply |

Make Opkions. .. |

Select the "mail setup” tab.
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options 2|

Preferences  Mail Setup |Mai| Forrnat I Spelling I SecUrity I Other I

E-rnail Accaunts

@ Set up e-mail accounts and directaries,
: i E-mail Accounts, .,

Send/Receive

Set send and receive settings For e-mail messages and documents.
=]

¥ Send immediately when connecked Send/Receive... |

Drata Files

&é “hange settings Faor the files Qutlook uses to store e-mail messages

and documents,
Data Files, .. |

Dial-up
@ Contral how Qutlook connects ta vour dial-up accounts,
{* Warn before switching an existing dial-up conneckion
" always use an existing dial-up conneckion
[~ mukomatically dial during & background SendfReceive

¥ Hang up when finished with a manual SendjReceive

(s Cancel Apply

Make sure the send immediately check box is checked.
V¥ Send immediately when connecked;

Click on the "send/receive button" for more options.

10
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send;/Receive Groups 2

ﬁ & Send/Receive group contains & colleckion of Cuklook accounts and

ké Folders, You can specify the tasks that will be performed on the group
during a sendfreceive, You can also specify different group apkions Far
when Qutlook is online and offline,

aroup Mame Send/Receive when

All Accounks Cnline and Qffline

Edit...
Copy...

Remove

Ui

Eename

Setting For group "All Accounts"

When Outlook is Cnline
W Include this group in sendjreceive (F9).

¥ schedule an automatic send|receive every I 30 _I: minJkes,

¥ Ferform an aukomatic sendjreceive when exiting.

When Cutlook is OFfline
W Include this group in sendjreceive (F9).

™ Schedule an automatic sendjreceive every I 2 _Ij minukes,

Close

Sending is not really a problem because the system knows when you want to send.
Outlook is not continually connected, to know when you get an email so it hasto goto
the server to check. Since you may have multiple email accounts in outlook it allows you
to group them when you set up the rules for checking and downloading your email.
Unless you have multiple email accounts and you have some specia reason to check
them at separate times you can ignore the top half of this send receive dialog box. Inthe
box you should see:

All accounts online and offline.

That isgood. Go to the second half of the dialog box where it says:

Setting for group "All Accounts’

Outlook wants you to define when it should look for messages. Two categories are
available. When you are online, that is you have outlook open or when you are offline or
have outlook closed. The first online option is when you click on send receive. Check
that. The second is automatically check every so many minutes. Probably every 30
minutes makes sense when you are on line but take your pick depending on what you

11
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think your email usageis. Check that. The third iswhen you exit. Check that. It mainly
makes sure every thing is sent before you close outlook.

The offline options are only really important if you get your email, from this email
account, at move than one location. If you only get it at this computer, you can select
what you want here. If you get it at more than one location you do not want to check
these boxes.

Click close to close thisdialog box. Click ok to closethe next. If you click cancel here
your changes will not be kept. Now outlook will automatically check for email.
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