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SettingUpaPOP3orIMAPEmailAccount

1. SelectEntourage/AccountSettings.

2. ClicktheMailtab.

3. ClicktheNewbutton.

4. ClicktheConfigureaccountmanuallybutton.

5. ClicktheAccounttypedrop-downmenuandchooseoneof
thefollowing:

• TouseaPOP3server,selectPOP.

• TouseanIMAPserver,selectIMAP.

6. ClicktheOKbutton.TheEditAccountwindowwillappear.
Enterthefollowinginformationinthespacesprovided:

AccountName

• AccountName—Enteradescriptivenamefortheaccount.

PersonalInformation

• Name—Enteryourfirstandlastname.Thisisthename
thatwillappearintheFromfieldofmessagesyousend.

• E-mailaddress—Enteryourentireemailaddress(e.g.,
myname@mydomain.com),usingalllowercaseletters.

ReceivingMail

• AccountID—YourAccountIDisyouremail
address.Enteryourentireemailaddress(e.g.,
myname@mydomain.com),usingalllowercaseletters.

• BasedonyourselectioninStep5,enterthecorresponding
POPorIMAPserver:

• POPserver—EnterthePOPservername:
pop.emailsrvr.com

• IMAPserver—EntertheIMAPservername:
imap.emailsrvr.com

• Password—Enterthepasswordforyouremailaccount.

SendingMail

• SMTPServer—EntertheSMTPservername:
smtp.emailsrvr.com

7. ClicktheClickhereforadvancedsendingoptionsbutton,
locatedbelowtheSMTPserverbox.

8. ChecktheOverridedefaultSMTPportbox.

9. Enterthedefaultoutgoingport587orthealternateport8025.

10.ChecktheSMTPserverrequiresauthenticationbox.

11.ClicktheUsesamesettingsasreceivingmailserverbutton.

12.Clickjustoutsideofthepop-upwindowtoreturntothemain
EditAccountwindow.

13.ClicktheOKbutton.

14.ClicktheClosebutton,locatedintheupperleftcorner.

ComparingPOPandIMAP

POP

• Bestwhenyouwillbeprimarilyaccessingyouremailfroma
singlelocation,likeyourofficeorhome.Whenyouareaway
fromyourdesk,youcanstillaccessyouremailfromaweb
browser.

• Messagesaredownloadedtoyourcomputer,soyoudon’t
needtoworryaboutexceedingthesizeofyourmailbox.

• Whenaccessingyouremailaccountthroughawebbrowser,
youmaynotseepreviousmessagesthatweredownloadedto
yourdesktopemailclient.

IMAP

• Bestwhenyouwillbeaccessingyouremailfrommultiple
locations.

• Allowsyoutocreateportablefolders.Thesefolderswill
appearineachemailclientyouusetoaccessyouraccount.
Youraccountwilllookthesameatwork,athome,andatyour
friend’shouse.

• Becauseyouremailmessagesarestoredontheserver,
youmustmonitoryourmailboxsize.Youmayneedtodelete
messagesperiodically.
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AssigningSSLSecureServerSettings

Aftersettingupyourmailaccount,youcanfollowthestepsbelow
toadjustyourPOP3orIMAPaccountsettingstousethesecure
(SSL)server.TheSSLprotocolallowsyoutosendandreceive
secureemailmessages.

1. SelectEntourage/AccountSettings.

2. ClicktheMailtab.

3. Double-clickyourmailaccount,asitappearsinthelist.

ReceivingMailSection

4. InthePOPServer(orIMAPServer)box,enterthesecure
servername:secure.emailsrvr.com

5. ClicktheClickhereforadvancedreceivingoptionsbutton.

6. ChecktheThis[POPorIMAP]servicerequiresasecure
connection(SSL)box.

7. Thenumberintheportboxwillchangeautomatically.The
securePOPserverportis995.ThesecureIMAPserverport
is993.

8. Clickjustoutsideofthepop-upwindowtoreturntothemain
EditAccountwindow.

SendingMailSection

9. IntheSMTPserverbox,enterthesecureservername:
secure.emailsrvr.com

10.ClicktheClickhereforadvancedsendingoptionsbutton.

11.ChecktheSMTPservicerequiressecureconnection(SSL)
box.

12.BesurethattheOverridedefaultSMTPportboxischecked.

13.ReplacetheSMTPportwiththesecureport465.Or,youcan
usethealternateport587or8025.

14.BesurethattheSMTPserverrequiresauthenticationboxis
checked.

15.Clickjustoutsideofthepop-upwindowtoreturntothemain
EditAccountwindow.

16.ClicktheOKbutton.

17.ClicktheClosebutton,locatedintheupperleftcorner,to
closetheAccountswindow.

LeavingaCopyofMessagesontheServer(POP3Only)

1. SelectEntourage/AccountSettings.

2. ClicktheMailtab.

3. Double-clickyourmailaccount,asitappearsinthelist.

4. ClicktheOptionstab.

5. Toleaveacopyofmessagesontheserver,checktheLeave
acopyofmessagesontheserverbox.

6. Toavoidexceedingyouraccount’sstoragelimits,checkthe
Deletemessagesfromtheserverafter...daysbox,and
makechangestothedaysvalue,asdesired.

7. YoumayalsowanttochecktheDeletemessagesfromthe
serveraftertheyaredeletedfromthiscomputerbox.Thiswill
reducetheamountofstorageyouareusingonyourserver.

8. ClicktheOKbutton.

9. ClicktheClosebutton,locatedintheupperleftcorner,to
closetheAccountswindow.

CheckingforMailAutomatically

1. SelectTools/RunSchedule/EditSchedules.

2. Double-clicktheschedulelabeled,Send&ReceiveAll.Be
surethatyoudonotunchecktheboxwhenyouclicktheitem.
TheEditSchedulewindowwillappear.

3. Bydefault,Entouragewillcheckfornewmailevery10
minutes.ToadjusthowoftenEntourageshouldcheckfornew
mail,replacethenumberintheEvery...Minutesbox.

4. Makeotherchanges,asdesired.

5. ClicktheOKbutton.

6. ClicktheClosebutton,locatedintheupperleftcorner,to
closetheScheduleswindow.

AdjustingSpamHandlingPreferences

1. SelectTools/JunkE-mailProtection.

2. ClicktheLeveltab.

3. Selectthelevelofemailprotectionyouwouldliketouse.

4. IfyouwantEntouragetoautomaticallydeleteoldspam
messages,checktheDeletemessagesfromtheJunkE-mail
folderolderthan...daysbox.

5. ClicktheSafeDomainstab.

6. WhenyouadddomainstoyourSafeDomainslist,youensure
thatmessagesfromthosedomainswillnotbeincorrectly
identifiedasspam.Adomainisanythingthatfollowsthe@
symbolinaperson’semailaddress(e.g.,microsoft.com,
gmail.com).EnterdomainsintheSafeDomainsbox,
separatingdomainnameswithacomma.

7. ClicktheOKbutton.
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