So, I just set up Outlook to retreive my emails. I like using that much better than the
web. You’re using this at work, you can setup another profile in outlook so you can
switch back and forth between your work and personal emails. Here’s instructions on
how to do that. If you are only using outlook for your totallytuft email, the setup should
be identical.

These instructions are for windows 2000, they should be similar for winXP

First, you must set up an email profile in windows. Go to the control panel and select
Mail:
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Choose Add
Mail X

eneral |

@ The Following prafiles are set up on this compuker:

M3 Exchange Setkings

e

Add. .. | Remove Prnpertiesl Copy... |

Wihien skarking Microsoft Outlook, use this profile:
IMS Exchange Settings j

Cloze I [Canzel Spply | Help |

Then Internet Email:

Microsoft Outlook Setup Wizard

Select the information service(z] that you want to use
with Microzoft Outlook.
" |lze the following information services

[T Microzoft Exchange Server ;I
¥ i Intermet E-mail

£~ Manually configure information services

< Back I et > I Cancel




Next, name the profile whatever you want:

Microsoft Outlook Setup Wizard

Type a name for thiz new praofile. The name will
diztinguish thiz profile from other profiles that vou create.

Prafile Mame IJal:Db @ Takally T uft com

< Back I et > I Cancel

Click next, then Setup Mail Account:

Microsoft Outlook Setup Wizard

Internet E-mail

To zetup an Internet E-mail account, click on the buttan
below.

Setup Mail Account I
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Enter General information with your name and email address:

¥ jacob@totallytuft.com Properties ed |

General | Serversl Eu:nnne::tin:nnl .-’-'-.u:l'-.fann::edl

b ail Azcount

T ype the name by which pou would ke to refer to these
zervers. For emample: wWiaork' or “Microzaft bail
Server'.

Atotallybuft com

I1=zer Infarmation

Mame: IJ acob Tuft

Organizatian: I

E-mail addrezs: Iiau:u:ul:u@tu:utallytuft.u:u:um

Reply address: Iiacub@tutallytuft.cum

k. I Cancel Spply




Enter Server Information:

AL
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General Servers I Eu:unneu:tiu:unl .-’-'-.d'-.fann:eu:ll
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Server [nformation

[nzoming mail [POP3) | A ] {eulyy)

Outgoing mail [SMTP]: Imail.tu:utallytuft.u:u:um

[ncoming kail Server

Account name: Iiau:u:ul:u

Pazsword: I’“"“""‘
¥ Femember password

[T Log on using Secure Password Authentication

Outgoing kail Server

[ty server requires authentication Settings... |

] I Cancel

Apply




Specify your internet connection:

¥= jacob@totallytuft.com Properties




Leave the Advanced properties at their default settings. Or if you want, you can change
the settings like I did so that outlook will leave your messages on the server for a period
of time. This will allow you to access recent emails via the web even though outlook has
downloaded them.

¥ jacob@totallytuft.com Properties ed A

Generall Sewersl Connection Advanced I

Server Port Humberz

Dutgoing mail [STP): 20 [Ize Defaults |

[T This server requires a secure connection [S51)

Incoming mail [FOP3): |1 10

[T This server requires a secure connection [S51)

Server Timeouts

Shot —F———— Long 1 minute

Sending

Deliven

¥ Leave acopy of messages on server

W Femove from server after ISE‘ 3: day|z]

] I Cancel | Apply




Specify the location where you want your outlook files stored (default is fine)

Microsoft Outlook Setup Wizard

Personal Folders

Enter the path ta your perzanal falder file [PST file]. If
youl do not have a personal folder file, clhick Mest, and
one will be created far pou in the following location.

Browze. ..

< Back Mext » Cancel

Click Next and you’re almost done:

Microsoft Outlook Setup Wizard

Daone !

You're now ready to uze Microgoft Outlook with the
fallowing infarmation services:

Internet E-mail - Jacob at TotallyT uft.cu;l
Dutlook Address Book

Perzonal Folders

< Back I Finizh I [Caticel |




Finally, if you are at work and have more than one profile (ie. One for work and one for
totallytuft) you have to tell Outlook to ask you which profile to use instead of opening the
same one all the time.

Go to outlook and choose the options menu:

& Inbox - Microsoft Dutlook

| Enew - | & | By X | Goreply oreplytos
J File Edit “iew Favorites | Tools Actions Help
J Remote Mail k
Inbox @. Rules Wizard
Folder Lisk SEFVICES. .
EI‘@ Ctlook, Taday - [Pers Cuskomize. ..
----- % Calendar Options. ..
i @ Contacts "
“- & Deleted Ttems b

Choose “Prompt for a profile to be used”
options 20 x|

Preferences  Mail Setvices |Mail Forrnak I Spelling I Security I Other I Inkernet E-rnail I

Skartup settings

@ * Prompt for a profils to be used
" Always use this profile: M3 Exchange Settings j

Mail options

@ Check Far new mail an:
d Internet E-mail - Jacob at TakallwTuft, com

Reconfigure Mail Support. .. |

| Ik I Cancel | Apply

Now everytime you open outlook it will ask you what profile you want to use. To switch
back and forth you have to close outlook and re-open it.




