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SettingUpaPOP3orIMAPEmailAccount

1. InOutlookExpress,selectTools/Accounts.

2. ClicktheMailtab.

3. ClicktheAddbutton.

4. SelectMailfromtheresultingmenu.Navigatethroughthe
followingwizardwindows:

YourNameWindow

EnteryournameintheDisplaynamebox.Thisisthename
thatwillappearintheFromfieldofmessagesyousend.

InternetE-mailAddressWindow

IntheE-mailaddressbox,enteryourentireemailaddress
(e.g.,myname@mydomain.com),usingalllowercaseletters.

E-mailServerNamesWindow

TouseaPOPserver:

1. Clickthedrop-downmenuandselectPOP3.

2. IntheIncomingmail(POP3,IMAP,orHTTP)serverbox,
enterthenameofthePOPserver:pop.emailsrvr.com

Or,touseanIMAPserver:

1. Clickthedrop-downmenuandselectIMAP.

2. IntheIncomingmail(POP3,IMAP,orHTTP)serverbox,
enterthenameoftheIMAPserver:imap.emailsrvr.com

IntheOutgoingmail(SMTP)serverbox,enterthenameof
theSMTPserver:smtp.emailsrvr.com

InternetMailLogonWindow

1. IntheAccountnamebox,enteryourentireemailaddress
(e.g.,myname@mydomain.com),usingalllowercaseletters.

2. InthePasswordbox,enteryourpassword.

CongratulationsWindow

ClicktheFinishbutton.Youmustcompletetheremaining
stepstoconfigureyouraccount.

TurningOnServerAuthentication(Important!)

1. IntheInternetAccountswindow,clickonceonyouremail
account.YoumayneedtofirstclicktheMailtabtodisplay
youremailaccounts.

2. ClickthePropertiesbutton.

3. ClicktheServerstab.

4. BesurethattheLogonusingSecurePassword
Authenticationboxisnotchecked.

5. ChecktheMyserver
requiresauthentication
box.

6. ClicktheAdvancedtab.

7. IntheOutgoingmail(SMTP)box,enterthedefault
outgoingport587orthealternateport8025.

8. ClicktheOKbutton.

9. ClicktheClosebutton.

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/Accounts.

2. ClicktheMailtab.

3. Clickonceontheemailaccountforwhichyouwanttousea
secureserver.

4. ClickthePropertiesbutton.

5. ClicktheServerstab.

6. IntheIncomingmail(POPorIMAP)box,enterthesecure
server:secure.emailsrvr.com

7. IntheOutgoingmail(SMTP)box,enterthesecureserver:
secure.emailsrvr.com

8. ClicktheAdvancedtab.

9. CheckthefirstThisserverrequiresasecureconnection
(SSL)box.

10.IntheOutgoingmail
(SMTP)box,enterthe
secureoutgoingport465
(oralternateports587or8025).

11.CheckthesecondThisserverrequiresasecureconnection
(SSL)box.

12.IntheIncomingmailbox,dooneofthefollowing:

• IftheIncomingmaillabelsays,Incomingmail(POP3),
enterthesecurePOPserverport:995

• IftheIncomingmaillabelsays,Incomingmail(IMAP),
enterthesecureIMAPserverport:993

13.ClicktheOKbutton.

14.ClicktheClosebutton.

LeavingaCopyofMessagesontheServer(POP3Only)

1. SelectTools/Accounts.

2. ClicktheMailtab.

3. ClickonceonyourPOP3emailaccount.

4. ClickthePropertiesbutton.

5. ClicktheAdvancedbutton.

6. ChecktheLeaveacopyofmessagesontheserverbox.

7. Toavoidexceedingyouraccount’sstoragelimits,indicate
whethertheserver
shoulddeletemessages
afteracertainnumber
ofdays,oriftheserver
shoulddeletemessages
whenyoumanuallydeletethemfromtheDeletedItemsfolder.

8. ClicktheOKbutton.

9. ClicktheClosebutton.

ImportingMessages

OutlookExpressenablesyoutoimportmessagesthatarestored
onyourcomputer.

1. InOutlookExpress,selectFile/Import/Messages.The
ImportWizardwillappear.

2. Selecttheemailprogramfromwhichyouwanttoimport
messages.ThenclicktheNextbutton.

3. OutlookExpresswillattempttolocatetheselectedemail
programanditsmessages.Or,itmaypromptyoutoselectthe
foldercontainingtheemailmessages.

4. Followthedirectionsprovidedforselectingthespecificfolders
youwanttoimport.ClicktheNextbutton.

5. Youwillreceiveaconfirmationmessage,indicatingthatyour
messageswereimportedintoOutlookExpress.Clickthe
Finishbutton.

ImportinganAddressBook

ToimportaWindowsAddressBook(.wab)file:

1. SelectFile/Import/AddressBook.

2. Locateandselectthe.wabfile.

3. ClicktheOpenbutton.

4. Youwillreceiveaconfirmationmessage,indicatingthatyour
addressbookwasimportedintoOutlookExpress.Clickthe
OKbutton.

Toimportanon-WindowsAddressBook:

1. SelectFile/Import/OtherAddressBook

2. Dooneofthefollowing:

• Selecttheaddressbookorfiletypeyouwanttoimport.

• Ifyouraddressbooktypeisnotlisted,selectLDIF-LDAP
DataInterchangeFormatorTextFile(CommaSeparated
Values)toimporttheaddressbookintoOutlookExpress
asaLDIFor.csvfile.(YouwillneedtofirstcreateaLDIF
or.csvfilefromtheapplicationstoringyouraddressbook.)

3. ClicktheImportbutton.

4. Ifprompted,locateandselecttheLDIFor.csvfile.Clickthe
Openbutton.

5. Youwillreceiveaconfirmationmessage,indicatingthatyour
addressbookwasimportedintoOutlookExpress.Clickthe
OKbutton.
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