
Outlook 2003: Setting up an Email account

Outlook 2003  

Setting up an email account 

1. First of course is to open outlook 2003. You should now be at its starting page that appears something similar 
to the image below. 

 



2. We are now going to click on tools > and select "Email accounts". 

 



3. A wizard is going to start up and begin asking a bunch of questions. Your going to choose "Add A new email 
account" and then click "next" 

 



4. On the next screen you will want to choose the option that says "POP3" 

 



 

5. You will then fill out all the information corresponding to your email account. The info will go as follows 

Your Name: This is simply what people will see the email is from. Most people just put their full name here.  

Email Address The email address you are setting this up for :- eg fn.ln@stu.utt.edu.tt 

Incoming mail 
server 

 
This will always be:- stu.utt.edu.tt  
 

Outgoing mail 
server Same as the incoming :- stu.utt.edu.tt 

User Name This is always going to be the full email address you are using. So the "Email Address" field and 
the "User Name" field should be the same.  

Password Password for the email address you are setting up  

NOTE: Make sure you DO NOT check the box for "Secure Password Authentification (SPA)" we use another form of 
authentification which is explained in the next step.  



 

6. You will want to click "More Settings" once all the info is filled out on this page. From here click on the 
"Outgoing Server" tab as shown below and CHECK the box for "My outgoing server (SMTP) requires 
authentification"



 

7. Everything is now configured, so you simply click "OK" and "Next" to fly through the wizard and email should 
be flying into your inbox.  

 
 


