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Connecting Outlook to the Internet

An e-mail program without an Internet connection is like a car without wheels—
it’s going nowhere fast. So your first order of business after getting Outlook set

up is to get it talking to the Internet. For most users, Internet access will be either
via dial-up modem or local area network (LAN). Cable modem and DSL sub-
scribers will typically use the LAN approach. Here’s how to get connected:

1. For dial-up access, you need a working dial-up networking session,
which contains your Internet service provider’s (ISP) access phone
number, as well as your user ID and password. If you haven’t estab-
lished this, contact your ISP now. LAN users can skip to Step 8.

2. Once you have a known, good connection, you need to point
Outlook to it. Click Tools ➪ E-mail Accounts.

3. Under the E-mail radio button, click View or Change Existing
E-mail Accounts. Click Next.

4. Select your primary account and click the Change button. In the
Internet E-mail Settings (POP3) screen, click the More Settings...
button.

5. In the Internet E-mail Settings dialog box, click the Connection tab.
Then click the Connect Using My Phone Line radio button.

6. Select your dial-up networking session from the drop-down list in
the Modem section, as shown in Figure 1-1. Click OK to finish.

Figure 1-1: It’s best to create a dial-up networking session outside of Outlook 
and then point the program to it.

7. If you need to adjust your connection, you can do so by clicking the
Properties button on the Connection sheet of the Internet E-mail
Settings dialog box. You’ll arrive at a dialog box that looks like the
one in Figure 1-2.

cross-reference
You’ll need to have an Internet
e-mail account established for
these operations to work. See
Task 2 to learn how to set up a
standard POP3 e-mail account.

tip
Not sure if Outlook is ready to
access the Internet? Why not
use the test message facility in
the E-mail Accounts dialog
box? Press the Test Account
Settings button. This utility tries
to connect to the Internet and
link to incoming and outgoing
mail servers, and it even sends
a test e-mail message. It’ll tally
up any errors or problems for
you, helping you troubleshoot.

2 Part 1
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note
Most of the hard work in 
hooking Outlook to the Internet
occurs in Windows, using the
dial-up networking facility. You
can review your settings by
opening the Windows Control
Panel and double-clicking 
the Internet Options item,
and then clicking the
Connections tab.

note
If you use Internet Explorer for
Web browsing, chances are
Outlook is already set up to
access the Internet using 
the same connection IE has
been trained to recognize.

Figure 1-2: You can tweak some modem settings and such here. But to change 
your ISP password or user information, you need to go through Windows’ Control Panel.

8. Connecting to the Internet via LAN is even easier. Return to the
Internet E-mail Settings dialog box introduced in Step 5. Click the
Connect Using My Local Area Network (LAN) radio button.
Outlook will automatically find the network connection and transact
messages that way.

9. Outlook lets you establish a dial-up connection as a backup to your
LAN. On the same Connection sheet, click the Connect via Modem
When Outlook Is Offline check box, and then select the dial-up 
session from the drop-down list below, as shown in Figure 1-3.

Figure 1-3: Outlook automatically finds your network connection.
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Setting Up a POP3 E-mail Account

Once Microsoft Outlook is connected to the Internet, the first order of busi-
ness is clear: Send and receive e-mail. The vast majority of e-mail accounts

are so-called POP3 accounts (POP stands for Post Office Protocol), so it makes
sense to start there. Fortunately, like so many critical tasks in Office, Microsoft
provides a graphical wizard interface that steps you through what can be an
intimidating process.

1. Launch Outlook and click Tools ➪ E-mail Accounts.

2. Under E-mail in the E-mail Accounts dialog box, click the Add a
New E-mail Account radio button, as shown in Figure 2-1. Click
Next.

Figure 2-1: This screen also lets you edit existing accounts, but for now you’ll
concentrate on adding a new one.

3. In the Server Type dialog box, click the POP3 radio button and 
click Next.

4. Fill in the Your Name: field so your name appears as you want it in
your messages. Then fill in the E-mail Address: box. 

5. Under the Logon Information area of the same dialog box, fill in the
User Name: and Password: controls with the information you
received from your ISP. Click the Remember Password check box to
automate future logons.

6. Under the Server Information area of this dialog box, type in the
Incoming and Outgoing Server Names, which you should have
received from your ISP. Figure 2-2 shows this dialog box.

7. You can now verify your connection by clicking the Test Account
Settings button.

8. Finally, click the More Settings... button to tailor your e-mail
account.

cross-reference
Outlook can also be used to
access Web-based e-mail
accounts such as Hotmail and
Yahoo! Mail. See Task 3 for
instructions on setting up 
HTTP-based e-mail accounts.

caution
The information in the Logon
Information and Server
Information areas of the
Internet E-mail Settings (POP3)
dialog box is vital and must
exactly match what was pro-
vided by your ISP. Any typo in
the server name, your user
name, or your password will
result in a failed connection.

note
When you enter information for
incoming and outgoing servers,
you are telling Outlook where to
go on the Internet for your
e-mail. If you don’t have this
information, contact your ISP.

4 Part 1
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tip
You can enter whatever text you
like in the Your Name: field of
the Internet E-mail Settings
(POP3) dialog box. So for an
account intended for profes-
sional use, a more formal 
entry might be called for.

note
You’ll use almost the exact
same steps to create an IMAP
account, which typically stores
all your messages on a central
server rather than sending
them to your PC hard disk as
POP3 accounts do.

tip
The Reply E-mail text box—
accessed by clicking the 
More Settings... button on the
Internet E-mail Settings (POP3)
dialog box—is useful if you have
multiple e-mail accounts and
want to direct replies from this
account to a different account.
Recipients will still see your
account in the From box, but
when they hit Reply, their e-mail
will be automatically directed
to the account you specified in
the Reply E-mail text box.

Figure 2-2: Here’s what the Internet E-mail Settings dialog box should look like once
you are done.

9. In the Mail Account text box, feel free to enter a memorable name
for this account, as it will appear to you in the Outlook interface.

10. Just below this box, customize how you are identified by receiving
parties. Enter your company name or other information in the
Organization: text box and direct e-mail responses to a different loca-
tion by entering the address in the Reply E-mail: text box. Figure 2-3
shows this. Click OK to finish.

Figure 2-3: Tailor how others see and respond to your e-mails with the Organization and
Reply E-mail text boxes.
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Setting Up an HTTP E-mail Account

Web-based e-mail services such as Microsoft’s Hotmail and Yahoo! Mail are
extremely popular. Based on the same protocol used for Web browsing,

HTTP (Hypertext Transfer Protocol) e-mail services allow users to view their
e-mail from almost any Internet-connected PC via a standard Web browser. 
Now Outlook lets you unify your traditional POP3 and free Web-based services.
Here’s how to set up Outlook to access your Web e-mail accounts:

1. Click Tools ➪ E-mail Accounts.

2. Under E-mail, click the Add a New E-mail Account radio button.
Click Next.

3. Click the HTTP radio button, as shown in Figure 3-1. Click Next.

Figure 3-1: Select the HTTP option to set up Outlook to grab your Web-based e-mail.

4. In the two text boxes at the upper left, enter your name (as you want
it to appear in your messages) and your e-mail address.

tip
You can also launch the E-mail
Accounts Wizard by clicking
Tools ➪ Options, clicking the
Mail Setup tab on the Options
dialog box, and finally clicking
E-mail Accounts.

cross-reference
To add information to your out-
bound e-mails and redirect
replies to other accounts, see
Steps 8 to 10 in Task 2.

6 Part 1
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note
For MSN and Hotmail services,
Microsoft automatically selects
the Server URL: for you. This
field with gray out if you select
either Microsoft mail service.

note
If you want to use Outlook to
send and receive Yahoo!
e-mail, you must contact
Yahoo! to update your
account for Outlook
client access.

5. On the same dialog box under Logon Information, click inside the
User Name: field. Outlook should automatically fill in the e-mail
address you just provided. If it fills it in incorrectly, you can change it.

6. Then input your password in the Password: field below the User
Name: field. Click the Remember Password window to automate
future logons.

7. Under Server Information on this dialog box, click the HTTP Mail
Service Provider drop-down list box and select from MSN, Hotmail,
or Other.

8. If you clicked Other in the HTTP Mail Service Provider: control to
set up a non-Microsoft account (like Yahoo! Mail), the Server URL:
text box below it will go active. Enter the specific server information
in this field. (See Figure 3-2.) You must get this information from
your provider.

Figure 3-2: Once your information is filled in, you’re ready to download mail.

9. Click Next to complete the process.
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Tailoring the Outlook Interface

According to Microsoft, users of Office spend more time in Outlook than any
other application in the suite. So it makes sense to spend a few moments get-

ting the Outlook interface looking how you want it to look. Let’s start with the
Outlook Reading pane, which lets you see the contents of e-mail messages, con-
tacts, and appointments without opening the item itself. 

1. To enable the Reading pane in any of the Outlook modules, click
View ➪ Reading Pane, and then select Right or Bottom from the
fly-out menu. Figure 4-1 shows the results.

Figure 4-1: With the Reading pane open, you can now read the contents of an 
e-mail without opening it in a new window.

2. Now size the panes by clicking the mouse on a pane border and drag-
ging it to the desired area on-screen. 

3. The Navigation pane in the lower left corner offers one-click access
to each module. You can add or remove module buttons. Just click
the double arrow at the rightmost edge of the Navigation pane, click
Add or Remove buttons, and in the fly-out menu, click the desired
module item to toggle its presence in the Navigation pane.

4. To reorder buttons in the Navigation pane, click the double arrow
and click Navigation Pane Options. In the dialog box, select an item
you want to move, and then click the Move Up or Move Down but-
tons until the item is where you want it to appear. See Figure 4-2.

tip
For e-mail, you may get the
most mileage out of the
Reading pane by setting it up
on the right side. This lets you
read the full contents of many
messages without opening
them in another window.

tip
When you hover your mouse
cursor over the Navigation or
Reading pane border, you
should see it turn into a dis-
tinctive double-arrow shape.
That’s your cue that you are
locked onto the pane and can
now click and drag it.

8 Part 1
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note
When you collapse the
Navigation pane buttons, they
turn into intuitive icons with
helpful ToolTips. Hover your
mouse cursor over one, and
you’ll see the name of the
module displayed there. You
shouldn’t miss those big,
clunky buttons at all!

tip
Collapsing navigation buttons 
is not an all-or-nothing affair.
If you like, you can leave 
frequently used modules with
full-sized buttons, making it
easier to pick them out.

note
The status bar displays the
number of items present in
the active module (for example,
messages in your Inbox or
appointments shown in your
calendar). But it will rob a 
few pixels of screen area.

Figure 4-2: Adjust the order of buttons here.

5. To free up space, click the horizontal border on the Navigation pane
and drag it all the way down. The buttons collapse into icons, leaving
more room for other elements, as shown in Figure 4-3.

Figure 4-3: Collapsing all eight available navigation buttons almost doubles 
available space in the Navigation pane.

6. To free more space, you can toggle the status bar off. Click View ➪
Status Bar, and the bar along the bottom edge of the Outlook win-
dow disappears. Click View ➪ Status Bar again to turn it back on.

7. Really want to save on-screen space (and reduce toggling between
programs)? Turn Outlook into your Web browser. Click View ➪
Toolbars ➪ Web to have the Web toolbar appear at the top of the
program window.

8. Visit a site in Outlook. Enter a URL in the Address control and press
Enter.The primary Outlook window becomes your window onto
the Web.

Outlook: Getting Started 9
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Customizing the Outlook Today Screen

Your Today screen is simply a Web page viewed within Outlook. You can click
any of the displayed items to jump right to it. This is actually an underutilized

resource, since by default Outlook has long opened directly into the e-mail inter-
face. But setting up the Today screen as your default, you get a complete run-
down of the day’s scheduled appointments, active tasks, and unread messages.
Just the thing when you’re cozying up with your morning cup of joe.

1. Open Outlook, click Go ➪ Folder, and then click the Personal
Folders item at the top of the Go to Folder dialog box. Click OK.

2. From the Outlook Today screen click the Customize Outlook Today
link. The setup screen shown in Figure 5-1 appears.

Figure 5-1: Here you can tweak your Outlook Today screen.

3. First make Today your default Outlook screen by activating the check
box in the Customize Outlook Today screen called When Starting,
Go Directly to Outlook Today. 

4. Click the Choose Folders button. In the Select Folder dialog box, tell
Outlook which e-mail folder contents you want it to count up and
display on your Today screen. Figure 5-2 shows this. Click OK.

10 Part 1

Task 5

542427 Ch01.qxd  10/9/03  8:54 AM  Page 10



tip
If you find that a lot of informa-
tion is getting pushed off the
bottom of the screen, try 
displaying fewer days’ worth 
of appointments, or limiting
displayed tasks to those 
due that day.

tip
If you only plan to display those
tasks due that day in the Today
screen, you might want to check
the Include Tasks with No Due
Date check box. That way you
might catch notes you quickly
jotted down.

tip
You might want to avoid the
Standard (One-Column) 
layout, since information is
more likely to flow below the
screen, requiring you to 
scroll to see it.

note
The headers in the Today
screen are clickable links as
well. So clicking Calendar,
Messages, or Tasks will jump
you to that module.

Figure 5-2: You can pare down the amount of nonessential information that gets
displayed by unchecking select e-mail folders.

5. Select the number of days of upcoming appointments you want dis-
played from the Calendar drop-down list box.

6. Beside Tasks, click the appropriate radio button to show all active
tasks in the Today screen, or only those that appear today.

7. Next, click the Sort My Task List By: drop-down list box, selecting
among Due Date, Importance, Creation Time, and Start Date. You
can click the radio buttons below to sort in ascending or descending
order.

8. At the bottom of the Customize Outlook Today screen is the Styles
drop-down list box, which contains a selection of five different looks
for your Today screen. Click the arrow, and then click one of the
items from the list. A small preview of the Today screen appears.

9. Once you are finished, click the Save Changes link. You return to the
newly tailored Today screen. 
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Finding Information with an Advanced
Search

The simple Find taskbar that can be invoked at the top of virtually every
Outlook module is a boon. Press Alt+I from almost anywhere, and you can

toggle this useful tool on and off above the primary Outlook window. When the
Find tool is open, enter the text you want to search for in the Look For: text box
and click Find Now. The results will appear in the primary Outlook window.
What if you need to dig deep to avoid getting hundreds of hits? Or you want to
avoid the long delay that can occur by searching the full text of thousands of
e-mail messages? That’s where an advanced search pays off.

1. Click Tools ➪ Find ➪ Advanced Find to open the Advanced Find
dialog box.

2. In the Look For: drop-down list box, select the module you want to
search through. In this case, select Messages. The In: text box
updates to display the default Inbox folder, as shown in Figure 6-1.

Figure 6-1: The Advanced Find dialog box varies slightly among modules—a calendar
search wouldn’t include From... and Sent To... fields, for example—but all searches are
otherwise similar.

3. You can extend the Advanced Find search beyond the Inbox by click-
ing the Browse... button. In the Select Folder dialog box, activate the
check boxes next to additional folders you want to search through.
Click OK to return to the Advanced Find dialog box.

4. Enter a term to search for in the Search for the Word(s): text box.
Focus the search by selecting what fields to work through at the In:
drop-down list box.

5. Click the From... or the Sent To... buttons to display the Select
Names dialog box, shown in Figure 6-2. Scroll to a contact you want
to include in your search, and then click the appropriate From... or
Sent To... button to add the person. Click OK.

note
The fields presented in the
Advanced Find dialog box do
vary by selected Outlook mod-
ule. However, they are generally
quite similar. Once you’ve mas-
tered an advanced search in
one module, you should be
ready to do it in all others.

caution
Searching for text in all the
message bodies of a crowded
Inbox can be time-consuming.
You may want to click the More
Choices tab in the Advanced
Find dialog box and refine your
search by date, size, or other
characteristic to avoid a
long wait.
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