Mac Mail Setup Guide for acqg.edu (POP).

Step 1: If you've never set up any e-mail accounts using Mail, the Welcome to Mail page opens. Go to step 2

Step 2: If you've already created e-mail accounts using Mail, on the Mail menu, click Preferences. On the

Accounts tab, click the plus sign © at the bottom of the navigation pane to open the Add Account window.

Step 3: For Full Name, enter your name as you would like it displayed. Enter your full Email address
(username@acg.edu). Enter your password at the password field. Click Continue.

Welcome to Mail

Welcome to Mail

You'll be guided through the necessary steps to set up

1 your mail account.
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Step 4: Set the Account Type to POP. The description can be whatever you like. For the Incoming Mail Server,
type pod51002.outlook.com. The username is your complete email address (username@acg.edu). Enter your
password at the password field. Click Continue.
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Incoming Mail Server

Account Type: | €3 POP

Description:  acg.edu

Incoming Mail Server: pod51002.outlook.com

User Name: lacgirm@acg.edd

Password: essssssss

( Co Back ) (—am--a

Step 5: The description can be whatever you like. For the Outgoing Mail Server, type pod51002.outlook.com.
Check option “Use only this server”. Check option “use authentication”. The username is your complete email

address (username@acg.edu). Enter your password at the password field. Click Continue.

Outgoing Mall Server

Description: Eacg.:du l

pod51002.outl ock.cor'lﬂ
¥ Use only this server

Durgolng Mall Server:

E Use Authentication

Lser Name: Iacgi'm@acg.edu [
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Step 6: Review the options at the Account Summary. Uncheck the option “Take account online”. Click Create.

Account Summary

Account Description: acg edu
Full Name: ACG IRM

Email Address: acg rm@acg.ccu

User Name: acgrm@acg.ecu

Incoming Mail Server: outlook.com
S5L: on

Outgoing Mail Server: pod51002.outlook.com
S5L: on

"1 Take account online
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Step 8: From the Mail Menu, choose Preferences.

About Mail

Preferences... 25,
Provide Mail Feedback...

Se-vices b
Hide Mail HH
Hide Others R H
Quit Mail ¥0

Step 9: Navigate to the Accounts tab. Uncheck the option “Remove copy from server after retrieving a message”
if you want the messages to be kept on the acg.edu server after downloaded at you Mac. Close this window and

Save the changes.

ALLounts ! { AccourtInformator  Mailbox dehaviors | Advanced |

2. acg.edu
POP E Enable this account

E Irclude wien cutorratica ly chzcking for new mail
E Ramowve copy from server after retrieving a message:

[ Afier one week -4«! [’ Rermaove ncm':]

Prompt me to skip messaces over KB

Check with your system administrator befose changing
any of the advancec options below:

Port | yus ¥ usessL

Authentication | Password ﬂ
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Step 10: From the Mailbox menu, choose Take All Accounts Online.

Take All Accounts Online

Get All New Mzil {+&#N
Synchronize Account

Cet Naw Mail B
Erzse Deleted Messages E
Mew Mailbox...

Mew Smart Mailbox_

Archive Mai box...
CoTo
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