How to set up your current emaill
programme to download
messages to Microsoft Office
Outlook



Example given is with Sky Email

 |f your email Is with another provider, e.g. BT
* Log into your BT email account

* |In your providers search field enter

— 1. Set up email program
* This tells you what needs to be done within your current
email system
— 2. Configure Outlook

* This tells you what needs to be done within Outlook
— Select something like
» Configure POP3/IMAP with Outlook (2003) windows (2003 is

the version on my computer)




1. What needs to be done within Sky email settings

1. Go into your current email account 2. Click mail settings

Sky Customers = Email & Tools

- Web enharced by Google
] @ .
configure outlook Search
Chat Phaotos
annware(@sky.com | Mail Settings | Mail Help | Sign out
lefresh 1-320f32
[Scanned] - NO | CANT DO THAT AS IT WAS A ROUND ROBIM AMD | DONT KNOW THE ORIGINATOR. Lewis 7 15:30

sk Test Message - This is an e-mail message sent automatically by Microsoft Office Outlook’s Account Manager 15:17



Click forwarding and POP/IMAP
/

| want to see my Expefian credit report because: (please selectt
It's FREE

| want to improve my credit

Sky.com  News

Sports

Showbiz Mare -

>
| have been refused credit > I want to check my credit scq
>

| am applying for a mortgage

I'm concerned about identit

Compose Mail

Inbox (3)

Spam (10}

Contacts

w Quick Contacts

Email Calendag Chat
. Shygw search options
Search Mail e  filis
Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat

Language:
Maximum page size:

Heyboard shortcuts:
Learn more

My picture:
Learn more

Contacts' pictures:
Learn more

Sky Mail display lang
Show | 50 V conve

) Keyboard shortcu!
) Keyboard shortcul

Select a picture that

) Show all pictures

P oo N W ARE I el o L Gy



Click either 1st or 2nd selection

Settings
General Accounts Labels Filters Forwardingfand POP/IMAP Chat
Forwarding: (® Disable forwarding
o Forward a copy of incoming mail to [email address and | keep Sky Mail's copy in the Inbox

Tip:: You can also forward only some of your mail by creating a filter!

POP Download: 1. Status: POP is enabled for all mail that has arrived since 31 Jan
Leam more (C)Enable POP for all mail (even mail that's already been downloaded)
() Enable POP only for mail that arrives from now on
(") Disable POP
2. When messages are accessed with POP | keep Sky Mail's copy in the Inbox v

keep Sky Mail's copy in the Inbox
3. Configure your email client (e.g. Qutlook, archive fky Mail's copy

Configuration instructions delete Sky Mail's copy
IMAP Access: 1. Status: IMAP is disabled
{aco=ss Sky Mail from other cliznts using IMAP) O Enable IMAP
Leam more (O Disable IMAP

2. Configure your email client (e.g. Qutlook,/Thunderbird, iPhone)
Configuration instructions

Cancel ‘ Fave Changes ‘

Choose whichever selection you / \

prefer Click save changes



2. Create an account in Windows Outlook to
receive emails from your current provider



2. Click E-mail
Microsoft Office
Outlook

/
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1. Click start



Click Tools

-

 Favoribe Folders * [ g From | Subject
[ 7 Inbox i}
| Uhread Mat =l pate: Yesterday
L for Fodoar Lip & Mictor Ware
@ Sent Ikems
Al Mail Folders 1|2 Date: Two Weeks Ago

I Ctlook, 2003 T..,  Welcome ko Microsoft Office Qutlook, 2003
= 6 Personal Folders E

(3] Deleted Themns
L7 Drafts

& [ Inbos
[ Inbox ald
E Junk E-rnail
[ Mortan AntiSpam Folde|
EE Outbox [1]
@ Sent Ikems

H Eﬁ Search Folders




Click E-malll
Accounts

v

 Favarite Folders

I:__."q Inbox (&)
L Lnread Ma
L For Fodipar Lo
I:-_'_.ﬁ Sent Ikems

All Mail Falders.

= 25 Personal Folder
{a) Deletgafemns

Inbox (&)
[:j Inbox old
L@ Junk E-mail

L__?'H Outbox [1]
@ Sent Items
& [ Search Folders

| Options...

Inbox - Microsoft Qutlook

;[ Tooks | Actions  Help.

Fird »

Address Book,..  Crrl+5Shift+6

Fules and Alerts...

arlow U3A

«_[ Landscape for Wednesday

E-mail Accounts... n to 4th newsletter

Cuskomize, ..
rU3A

=l pate: Yesterday

[ Morton AnkiSpam Folde|

=] i Mags Shelley  AMO Landscape for Wednesday

[ -] 1@ Brian Humpht... 4th Newsletter
=] ¥ictor Ware
ﬁ Wickor Ware

Re: Your pics are too large to transfer

=l pate: Two Weeks Ago

(= Qutlook 2003 T...  Welcome to Microsoft OFfice Outlook 2003



Click Add a new e-mail account

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(%3 add a new e-mail account
{3 view or change existing e-mail accounts

Directory

7 add a new directory or address book
() View or change existing directaries or address books

]_. <Back || ;Jext; ] [ cose |
/

Click next



Click POP3

Server Type
¥ou can choose the bype of server your new e-mail account will work, with,

i) Microsoft Exchange Server

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

—> ©ror3
Conneck ko a POP3 e-mail server to download your e-mail,
) IMAP

Conneck ko an IMAP e-mail server to download e-mail and synchronize mailboz:
Folders.

IHTTP

onneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailboyx Falders,

) Additional Server Types
Conneck ko anokther workgroup or Srd-party mail server,

< Back ” Mext = ][ Cancel




All these fields need completing, Information will be given in the
help print out you obtained in your current provider titled “Configure
Outlook”. See next page for completed fields.

x)

E-mail Accounts

Internet E-mail Settings {(POP3)
Each of these settings are required to get wour e-mail accounk warking,

User Information Server Information

Your Mame: Incoming mail server (POP3):

E-mail &ddress; Cukgaing mail server (SMTP):

Logon Information Test Settings

Iser Mame: after filling out the information on this screen, we
recommend you kest vour account by clicking the

Passwiord: buttan below, (Requires netwark conneckion

Remember passward

|:| Log an using Secure Password
Authentication (5P f




This example is the instructions given by Sky email

This
piomaton
you want E-mail Accounts help
in the
from field Internet E-mail Settings (POP3)

Each of these settings are required to get wour e-mail account warking,
User Information Server Information
Full sky
email Yaur Name: hnn Mary Ware | Incoming mail server (POPS); |pcup.tnnls.sky.cu:um
address ; i ,
E-rnail &ddress: |annware@5k‘y.cnm | Cukgaing mail server (SMTPY: |smtp.tu:u:uls.sk':.f.|:|:|m o _
This information
is given by sky
Logon Information Test 5ettings help
Lser Marne: annware@sky.com After filling out the infarmation on this screen, we
Sky / | | recommend wou kest wour account by clicking the
emalil Password: |********* | button below. (Requires netwark connection)
usernam Remember password
einc. [ Test Account Sethings ... ]
@Sky co |:| Log an using Secure Password
Authentication (SPA) Mare Settings ...
Sky email
password

< Back ” Mext = l [ Cancel

/

Finally test account settings



All tasks should have a green tick

Close if all
tasks have
a green

Test Account Settings tick
Congratulations! All kests completed successfully, Click Close ko continue,

Tasks | Errors

Tasks Stakus S
\./Estal:ulish network, conneckion Completed
\/Find aukgoing mail server (SMTP) Completed
\/Find incarning mail server (POPT Completed B
\/Lu:ug anko incaming mail server (PO, Completed
\/Send kest e-mail messane Completed b

Remember passward
Tesk Account Setkings ... ]

|:| Log on using Secure Password

Authentication {SPA) Mare Settin:

[ < Back ][ Mext = ][

If some tasks don’t have a tick, contact your current email support help line



