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SettingUpaPOP3orIMAPEmailAccount

1. InOutlook,selectTools/E-mailAccounts.

2. ClicktheAddanewe-mailaccountbutton.

3. ClicktheNextbutton.

4. Dooneofthefollowing:

• TouseaPOP3server,clickthePOP3button.

• TouseanIMAPserver,clicktheIMAPbutton.

5. ClicktheNextbutton.

6. IntheInternetE-mailSettingswindow,enterthefollowing
information:

UserInformationSection

• YourName—Enteryourfirstandlastname.Thisisthe
namethatwillappearintheFromfieldofmessagesyou
send.

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

LogonInformationSection

• UserName—Enteryourentireemailaddress(e.g.,
myname@mydomain.com),usingalllowercaseletters.

• Password—Enterthepasswordforyouremailaccount.

ServerInformationSection

• Incomingmailserver(POP3orIMAP)—Dooneofthe
following:

• IfyouareusingaPOP3server,enterthePOP3
servername:pop.emailsrvr.com

• Or,ifyouareusinganIMAPserver,entertheIMAP
servername:imap.emailsrvr.com

• Outgoingmailserver(SMTP)—EntertheSMTPserver
name:smtp.emailsrvr.com

7. ClicktheMoreSettingsbutton.

8. ClicktheOutgoingServertab.

9. ChecktheMyoutgoingserver(SMTP)requiresauthenticationbox.

10.ClicktheUsesamesettingsasmyincomingmailserverbutton.

11.ClicktheAdvancedtab.

12.IntheOutgoingServer(SMTP)box,enterthedefaultoutgoing
port587orthealternateport8025.

13.ClicktheOKbutton.

14.ClicktheNextbutton.

15.ClicktheFinishbutton.

Note:Outlook’sTestAccountSettingstoolwilloftenindicatethat
theconnectionwasnotsuccessful,thoughyoursettingsare
correct.PleasedisregardtheTestAccountSettingstool.

ComparingPOPandIMAP

POP

• Bestwhenyouwillbeprimarilyaccessingyouremailfroma
singlelocation,likeyourofficeorhome.Whenyouleaveyour
officeorhome,youcanstillaccessyouremailfromaweb
browser.

• Messagesaredownloadedtoyourcomputer,soyoudon’t
needtoworryaboutexceedingthesizeofyourmailbox.

• Whenaccessingyouremailaccountthroughawebbrowser,
youmaynotseepreviousmessagesthatweredownloadedto
yourdesktopemailclient.

IMAP

• Bestwhenyouwillbeaccessingyouremailfrommultiple
locations.

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

• Becauseyouremailmessagesarestoredontheserver,you
mustmonitoryourmailboxsizeanddeletemessagestoavoid
exceedingyourmailboxsize.
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AccountPreferences
AssigningSSLSecureServerSettings

Aftersettingupyourmailaccount,youcanfollowthedirections
belowtoadjustyourPOP3orIMAPaccountsettingstousethe
secure(SSL)server.TheSSLprotocolallowsyoutosendand
receivesecuremailmessages.

1. SelectTools/E-mailAccounts.

2. ClicktheVieworchangeexistinge-mailaccountsbutton.

3. ClicktheNextbutton.

4. Clickonceontheemailaccountforwhichyouwanttousea
secureserver.

5. ClicktheChangebutton.

6. IntheIncomingmailserver(POP3orIMAP)box,enterthe
secureservername:secure.emailsrvr.com

7. IntheOutgoingmailserver(SMTP)box,enterthesecure
servername:secure.emailsrvr.com

8. ClicktheMoreSettingsbutton.

9. ClicktheAdvancedtab.

10.CheckthefirstThisserverrequiresasecureconnection
(SSL)box.

11.IntheIncomingserver(POP3orIMAP)box,dooneofthe
following:

• IftheIncomingserverlabelsays,Incomingserver(POP3),
enterthesecurePOPserverport:995

• Or,iftheIncomingserverlabelsays,Incomingserver
(IMAP),enterthesecureIMAPserverport:993

12.CheckthesecondThisserverrequiresasecureconnection
(SSL)box.

13.IntheOutgoingserver(SMTP)box,enterthesecureoutgoing
port465(oralternateports587or8025).

14.ClicktheOKbutton.

15.ClicktheNextbutton.

16.ClicktheFinishbutton.

LeavingaCopyofMessagesontheServer(POP3Only)

1. SelectTools/E-mailAccounts.

2. ClicktheVieworchangeexistinge-mailaccountsbutton.

3. ClicktheNextbutton.

4. ClickonceonyourPOP3emailaccount.

5. ClicktheChangebutton.

6. ClicktheMoreSettingsbutton.

7. ClicktheAdvancedtab.

8. ChecktheLeaveacopyofmessagesontheserverbox.

9. Toavoidexceedingyouraccount’sstoragelimits,indicate
whethertheservershoulddeletemessagesafteracertain
numberofdays,oriftheservershoulddeletemessageswhen
youmanuallydeletethemfromtheDeletedItemsfolder.

10.ClicktheOKbutton.

11.ClicktheNextbutton.

12.ClicktheFinishbutton.

ChangingtheDefaultEmailAccount

1. SelectTools/E-mailAccounts.

2. ClicktheVieworchangeexistinge-mailaccountsbutton.

3. ClicktheNextbutton.

4. Clickonceontheemailaccountyouwanttoselectasthe
defaultemailaccount.

5. ClicktheSetasDefaultbutton.

6. ClicktheFinishbutton.

ImportingMessagesandAddressBooks

1. InOutlook,selectFile/ImportandExport.

2. Dooneofthefollowing:

• ClickImportInternetMailandAddressestoimportfrom
OutlookExpress,Eudora,orNetscapeMail.

• ClickImportfromanotherprogramorfiletoimportfroma
textfileor.pstfile.

3. ClicktheNextbutton.

4. Followthedirectionsprovidedbytheimportwizardtoimport
yourmessagesand/oraddressbooks.Thespecificstepswill
varydependingonthespecificemailapplicationorfiletype
youselected.

5. ClicktheFinishbutton.
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