CCI Wireless
Outlook Email Setup



Open Microsoft Outlook
(Start>Programs>Microsoft Office>Microsoft Outlook 2003)
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If this is the first time using Qutlook, the Startup Wizard screen
will appear and take you though the setup process

x
Outlook 2003 Startup
‘elcome to the Outlook 2003 Startup wizard, which wil
qguide vou through the process of configuring Cutlook,
2003,
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1. Click “Next”
Account Configuration |

E-mail Accounts

‘ou can configure Outlook to connect to a Microsoft Exchange Server, Internet
E-mail, or other E-mail server. Would you like to configure an E-mail account?
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2. Make sure “Yes” is selected and click “Next”.




E-mail Accounts |

Server Type
‘fou can choose the type of server yvour new e-mail account will work, with,

” Microsoft Exchange Server
Conneck to an Exchange server to read e-mail, access public Folders, and share

MaCUments.,
ﬁ 3
Anneck to a POP3 e-mail server ko download your e-mail,

" IMAP

Conneck to an IMAP e-mail server ko download e-mail and synchronize mailbox
folders.

" HTTP

Conneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchranize mailbox folders,

" additional Server Types
Conneck to another workgroup or 3rd-party mail server,
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3. Select “POP3” and then click “Next”.

E-mail Accounts x|

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working,

User Information 4 Server Information 5

Your Marme: IJDhn Smith Incoming mail server (POP3): Imail.cciwireless.ca
E-mail Address: Ijohnsmith@cciwireless.ca Cutgoing mail server (SMTR): Imail.cciwireless.ca

Logon Information 6 Test Settings

User Mame: Ijohnsmith| After filing out the information on this screen, we

recommend you kest your account by clicking the

Password: I******* button below, (Requires network connection;
¥ Remember password
Test Account Setkings ... | 7
I Log on using Secure Password 8
More Settings ... |

Authentication {SPA)
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4. Enter your full name, as you would like it to be seen when others receive
e-mail from you, as well as the e-mail address you obtained from CCI
Wireless

5. For both the “Incoming mail server (POP3)” and “Outgoing mail server
(SMTP)”, enter mail.cciwireless.ca



6. Enter your username; this is your e-mail address without the
'@cciwireless.ca' part. For example, if your e-mail address is
johnsmith@cciwireless.ca, then your username would be johnsmith, all
lowercase, without any spaces. After that, enter your password; if you
have not yet changed it, it will be password; to change it, go to
https://webmail.cciwireless.ca/changepassword/

7. Click “More Settings...”

Internet E-mail Settings x|

General @hukgoing Serveld| Connection I Advanced

Mail Account

Type the name by which you would like to refer to this
account, For example: "work” or "Microsaft Mail Server”

nail, coiwireless, ca)

Cither User Information

Organization: I

Reply E-mail: I

K I Cancel

a) Click “Outgoing Server”


https://webmail.cciwireless.ca/changepassword/

Internet E-mail Settings x|

General  ©utgoing Server ICDnnection I fdvanced I

®W’ outgoing server (SMTR) requires authentication

% Use same settings as my incoming mail server

i Log on using

Wser danme: |

Bassword: |

¥ | Eemember passward
[T Log on using Secure Fassword duthentication (SRA)

" Log on to incoming mail server before sending mail

m Cancel |

b) Check “My outgoing server (SMTP) requires authentication”
¢) Click “OK”

8. Click “Test Account Settings” to make sure you entered all the
information correctly

9. Click “Next”

That’s 1t!

You should now be able to use your CCI
Wireless e-mail account to send and receive e-mail!



If you have used Outlook before

Inbox - Microsoft Outlook
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1. Select “Tools” from the top of the screen and then click on “E-mail
Accounts”

E-mail Accounts x|

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

E-mail
@dd a new e-mail account
Wiew or change existing e-mail accounts
Directory

€ add & new directary or address book

€ Wiew or change existing directories or address books

P i .. ™
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2. Make sure “Add a new e-mail account” is selected, then click “Next”



il Accounts

E-me

Server Type
‘fou can choose the bype of server vour new e-mail account will worlk with,

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

BacuUments,
(P
#nnect to a POPS e-mail server to download your e-mail,

" MaAP

Conneck to an IMAP e-mail server bo download e-mail and synchronize mailbos
folders.

" HTTP

Conneck ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders.,

" Additional Server Types
Conneck to another workgroup or 3rd-party mail server.
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3. Select “POP3” and then click “Next”

E-mail Accounts x|

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information 4 Server Information 5

Your Mame: IJDhn Smith Incoming mail server (POP3): Imail.cciwireless.ca
E-mail Address: Ijohnsmith@cciwireless.ca Outgaing mail server (SMTF): Imail.cciwireless.ca

Logon Information 6 Tesk Settings

User Marme: Ijohnsmithl After filing out the information on this screen, we

recommend you kest vour account by clicking the

Password: I******* button below, (Requires network connection)
¥ Remember password
Test Account Setkings ... | 7
- Lag on using Secure Password 8
Mare Setkings ... |

Authentication {SPA;
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4. Enter your full name, as you would like it to be seen when others receive
e-mail from you, as well as the e-mail address you obtained from CCI
Wireless

5. For both the “Incoming mail server (POP3)” and “Outgoing mail server
(SMTP)”, enter mail.cciwireless.ca



6. Enter your username; this is your e-mail address without the
'@cciwireless.ca' part. For example, if your e-mail address is
johnsmith@cciwireless.ca, then your username would be johnsmith, all
lowercase, without any spaces. After that, enter your password; if you
have not yet changed it, it will be password; to change it, go to
https://webmail.cciwireless.ca/changepassword/

7. Click “More Settings...”

Internet E-mail Settings x|

General @hukgoing Serveld| Connection I fdvanced

Mail Account

Type the name by which vou waould like o refer ta this
account, For example: "Work ar "Micrasoft Mail Server”

Cither User Information

Organization: I

Reply E-mail: I

K I Cancel

a) Click “Outgoing Server”


https://webmail.cciwireless.ca/changepassword/

Internet E-mail Settings x|

General  ©utgoing Server ICDnnection I fdvanced I

®W’ outgoing server (SMTR) requires authentication

% Use same settings as my incoming mail server

i Log on using

Wser danme: |

Bassword: |

¥ | Eemember passward
[T Log on using Secure Fassword duthentication (SRA)

" Log on to incoming mail server before sending mail

m Cancel |

b) Check “My outgoing server (SMTP) requires authentication”
¢) Click “OK”

8. Click “Test Account Settings” to make sure you entered all the
information correctly

9. Click “Next”

That’s 1t!

You should now be able to use your CCI
Wireless e-mail account to send and receive e-mail!



