
Add an email account to 

Microsoft Outlook 2003 
1. Close all applications and return to desktop 

2. Click START – CONTROL PANEL 

3. Open the MAIL applet 

4. Click on E-mail Accounts 

5. Select the ‘Add a new e-mail account’ radio button and hit NEXT 

6. Select the ‘POP3’ radio button and hit NEXT 

7. Fill in the form as follows: 

 

You will have been given your email address, username and password separately to 

these instruction. 

  



 

8. Click on the ‘More Settings...’ button 

 

9. Click on the ‘Outgoing Server’ tab and tick the ‘My outgoing server (SMTP) requires 

authentication.’ 

10.  Click OK to return to the Email Accounts page 

11.  Click NEXT and FINISH to return to the Mail Setup applet 

12. Click CLOSE to return to the Control Panel and then Close the Control Panel 

Your email is now configured. 

  



 

 

Please note that in step 9, the ‘More Settings’ button can be accessed. 

This button presents you with the following optional screen which is useful for clients 

with both a home computer and a mobile device.  In the ‘Advanced’ tab the ‘Leave a 

copy messages on the server’ option can be used in addition to setting a 5 day period to 

allow the mobile device to still obtain the weeks emails and stops the home/office PC 

from removing them. 

 


