NCDTech: Setup IMAP - Outlook 2007

Step 1: Open “MAIL”
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Step 3: Click “NEW”

Account Settings Bl

E-mail Accounts
You can add or remeve an account, You can select an account and change its settings,

E-mail | Dsta Files | RSS Feeds | Sharepoint Lists | Internet Calendars | Published Calendars | Address Books |

i New... 3Repar.. !5 Change.. @ 5ctzDofals X Remove # &

| Type

Selected e-mal account delivers new e-mail messages to the following location:

11004 Manchester Road Saint Louis, MO 63122
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Step 2: Click “E-MAIL ACCOUNTS”

Mail Setup - Outlook

x|

E-mail Accounts
.y Setup e-mail accounts and direckaries

Daka Files
4, Change settings For khe files Outlook uses to
-&ﬁ store e-mail messages and documents.,

Daka Files. .. |

Profiles

Setup multiple profiles of e-mail accounts and
data files. Twpically, wou only need one,

Show Profiles., .. |

Close |

Step 4: Click “IMAP” then “NEXT"

Add New E-mail Account

Choose E-mail Service

+ Microsoft Exchange, POP3, IMAP, or HTTP
Connect to an e-mail account at your Internet service provider (15P) or your

organization’s Microsoft Exchange server,
" Other

Connect to a server type shown below.
(Cutiook Mobile Service (Text Messaging)

Cancel
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Step 5: Check the box and click “NEXT”

Add New E-mail Account

Auto Account Setup

Your Name: I

Exarmples

E-mail Address; |

Exanples berbé

Password: |

Retype Password: |

"4

¥ Manuslly configure server settings or additional server types

Type the password your Internet service provider has given you

< Back Next >

Cancel

Step 7: Fill out the needed information, then “NEXT”

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required ko get your e-mail account working,

|

User Information Test Account Settings
Your Name: James Smith After filling out the information on this screen, we

G recommend you test your account by clicking the
E-mail Address: JEmith@tourDomian.com button below. (Requires network connection)
Server Information

Test Account Settings ...

Account Type: AP -
Incoming mail server: mail.Yourdomain.com

Outgoing mail server (SMTP): [srmtp nedtech.com

Logon Information
User Name: JSmith
Password: smm=a

¥ Remember password

I Require logon using Secure Password Authentication (SPA)

More Settings ...

< Back. Next =

Cancel |

11004 Manchester Road Saint Louis, MO 63122
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Step 6: Click IMAP, then “NEXT”
i

Choose E-mail Service

& Internet E-mail

Connect to your POP, IMAP, ar HTTP server bo send and receive e-mail messages.
" Microsoft Exchange

Connect to Microsoft Exchanges For access to your e-mall, calandar, contacts, faxes and voica mal,
" Other

Connect to & server type shown below,

Trutiook Mobile Service (Texl Mesaging

(Oeleuut:ICawul

Step 6: Fill out the needed information, then “NEXT”
JrgdewEmailaccount ]

Internet E-mail Settings
Each of these settings are required o get your e-mail account working,

User Information Test Account Settings
Your Name: James Smith After filling out the information on this screen, we

recommend you test your account by clicking the
E-mail Address: ISmith@yourDomain carn button below. {Requires network connection)
Server Information

Test Account Settings ...

Account Type: lﬁ
Incoming mail server: smtp YourDomain.com

Outgoing mal server (SMTP): [“mail nedtech corm

Logon Information

User Name: JSmith
Password: =xmaa

IV Remember password

T Require logon using Secure Password Authentication (SPA)

< Back Next »
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Step 7: Click the “OUTGOING
SERVER” tab

Internet E-mail Settings

General |Outgoing Server I Connection | Advanced I

Mail Account

e
Type the name by which you would like ko refer to this
account. For example: "work! or "Microsoft Mail Server”

mail, ¥ourDomain, com

Other User Information

Qrganization: I

Reeply E-mail: |

Step 8: Check “MY OUTGOING

SERVER (SMTP) REQUIRES

AUTHENTICATION?”"

General Outgoing Server IConnect\on I Advanced I

¥ My outgoing server (SMTPY requires authentication:

e Use same settings as my incoming mall server

Internet E-mail Settings
General Outgoing Server IConnect\on I Advanced I ﬁ_

Step 9: Check the “ADVANCED” tab

x|

¥ My outgoing server (SMTPY requires authentication:

¥ Remember, password

€ Log on ka incoming mail server befare sending mail

™ Log on using Secure Password Buthentization (5Pa)

Log on using € Log on using
User: [ame: | User: [ame:
Password | Password

|

o Use same settings as my incoming mall server

¥ Remember, password

™ Log on using Secure Password Buthentization (5Pa)

€ Log on ka incoming mail server befare sending mail

Cancel

Step 10: Check "REQUIRES AN
ENCRYPTED CONNECTION
(SSL)” box

Internet E-mail Settings _B

General | Cutgoing Servsrl Connection  Advanced |

I 110 Use Defaults

I This server requires an encrypted connection (55L)
Outgoing server (SMTP): |25
w This server requires an encrypted connection (S5L)

Server Timeouts

Shatt = f————— long

Server Port Mumbers

Incoming server {IMAP):

1 minute

Delivery

I Leave a copy of messages on the server

™| Rermove Fromiserver after | 100 3: days

I™ | Remoye fram server when deleted fram ‘Deleted Ttems

Step 11: Click “OK”

x|

Generall Dutgoing Server | Connection  Advanced I

110] Use Defaulks

™ This server requires an gncrypted connection (S5L)

G

¥ This server requires an encrypted connection (S5L)

Server Port Mumbers

Incoming server { [IMAP):

Qutgoing server (SMTP)

Server Timeouts

Short = f————— Long

1 minute

Delivery

™ Leave a copy of messages on the server

I” | Remnve From server afterl 10 3: days

I~ Remiove from server when deleted From {Deleted Thems!

Step 12: Click “NEXT”

Internet E-mail Settings

Add New E-mail Account il

Each of these settings are required to get your e-mail account working.

Test Account Settings

After iiqumt the information on this screen, we

User Information

Your Name: W
E-mail Address: |Jsmith@YaurDomain com
Server Information

Account Type: lﬁ
Incoming mai server: ['smtp YourDomain com
Outgoing mai server (SMTP): [“mail nedtechoom
Logon Information

User Name: 'JSm\th—
Password; P

I¥ Remember password

I Require logon using Secure Password Authentication (SPA)

Test Account Settings ...

wou test your account by clicking
button below. (Requires network connection)

the

More Settings ...

11004 Manchester Road Saint Louis, MO

< Back Next >

Cancel |
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Step 13: Click “FINISH”

E-mail Accounts

Congratulations!

‘¥ou have successfully entered all the infarmation required ko
sekup your account,

To close the wizard, click Finish,

L \
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Step 14: Click “CLOSE”

Mail Setup - Dutlook |

E-mail Accounts

.y Getup e-mail accounts and direckories.

S

Daka Files
3 4, Change settings For the files Oublook uses ko Diata Files. .. |
&ﬁ store e-mail messages and documents, —
Profiles

Setup multiple profiles of e-mail accounts and Sz Erafiles, . |
data files, Typically, you only need ane. =

ﬂ Close |
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