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How to configure MS Outlook 2007 at your home
computer to connect to @acg.edu (POP3). (Same
settings may also be used for the IMAP protocol)

Step 1: Run MS Outlook 2007 and choose Tools, Account Settings
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Step 2: At the E-Mail Accounts main screen choose New

Account S:'Engs E

E-mail Accounts
‘fou can add or remove an account. You can select an account and change its settings.

E-mail |Daia Files | RSS Feeds I SharePoint Lists | Internet Calendars I Published Calendars | Address Books

|§ New... | ¥ repair... W Change... @ SetasDefaulk 3 Remove # &
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Close
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Step 3: Check manually configure server settings or additional server types and click Next
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Add Mew E-mail Account E

Auto Account Setup

Your Name: | |

Example: Barbara Sankavic

E-mail Address: | |

Exzample: barbara@contoso, com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you,

[#]Manually configure server settings or additional server types

< Back |[ Next » ][ Cancel

Step 4: Choose Internet E-Mail and click Next

Add New E-mail Account E

Choose E-mail Service

©nf
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
() Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and vaice mail.
() other
Connect to a server type shown below.
Cutlook Mabile Service {Text Messaging)

< Back ][ Next > ][ Cancel
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Step 5: At the User Information section, type Your Name and E-mail Address. At the Server Information section
enter the following

Account Type : POP3
Incoming mail server : pod51002.outlook.com
Outgoing mail server (SMTP) pod51002.outlook.com

At the Logon Information type your full e-mail address at the User Name and your Password at the Password

field. You may choose to check the “Remember password” option.

Click More Settings

- N | 1
Add Mew E-mail Account @

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

User Information Test Account Settings
Your Mame: Test User After filing out the information on this screen, we
recommend you test your account by dicking the
E-mail Address: mytestuser @acg. edu button below. (Requires netwark connection)
Server Information
l Test Account Settings ... ]
Account Type: FOF3 E‘
Incoming mail server: pod51002. outlook. com
Qutgoing mail server (SMTF): pod51002. outlok.com
Logon Information
o
User Name: mytestuser @acg.edu i
Password: s
Remember password

[|require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Mext = ]l Cancel l
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Step 6: From the Internet E-Mail Settings window choose the Outgoing Server Tab. Select the “My outgoing
Server (SMTP) requires authentication” option. Make sure that the “Use same settings as my incoming mail

Office of Information Resources Management

server” option is selected. Leave all other options as they appear.

=11 1nn

LEST nren)

Internet E-mail Settings

- Qutgoing Server | Connection | Advanced

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server
() Log on using

Require Secure P

n (SPA)

(™) Log on to incoming mail server before sending mail

[ OK. J [ Cancel ]

Step 7: From the Internet E-Mail Settings window choose the Advanced Tab. Select the “This server requires an
encrypted connection (SSL)” option. The Incoming server (POP3) port number should change to 993. The
Outgoing server (SMTP) port number should change to 587. The “Use the following type of encrypted

connection” option should be TLS.

It is up to you whether you want to check the “Leave a copy of messages on the server”.

Click OK
Eilee | 022 Faede | Sharebnint liste | Internat ralendars | Bybliched cal
Internet E-mail Settings
| General I Folders I Qutgoing Server I Connection | Advanced |
Server Port Mumbers
Incoming server (IMAP): ﬁ
Use the following type of encrypted connection: | S5L lz‘
Outgeing server (SMTP): 587
Use the following type of encrypted connection: | TLS lz‘
I | Server Tmeouts
Short .t Long 1minute
Folders
Root folder path:
oK ] [ Cancel ]
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Step 8: Click next at the Add New E-Mail Account Window.
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

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

recommend you test your account by dicking the
E-mail Address: mytestuser @acg.edu button below. (Reguires network connection)
Server Information

Test Account Settings ...

Account Type: POP3
Incoming mail server: pod51002.outlook.com

Qutgoing mail server (SMTF): pod51002.outlook.com

Logon Information
User Name: mytestuser @acg.edu :
Password: |
Remember password
Require logon using Secure Password Authentication (SPA)

<onck (o> ] [cance ] |

Step 9: Click Finish

Congratulations!

‘fou have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish,

1l
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Step 10: Close the Account Settings window
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Account Settings

E-mail Accounts
‘fou can add or remove an account, You can select an account and change its settings.

|| Data Files I R55 Feeds I SharePoint Lists I Internet Calendars I FPublished Calendars | Address Books

G Mew... P Repair.. P change,., @ SetasDefaul X Remove &

Mame Type
mytestuser @acg.edu POP/SMTP (send from this account by default)

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

Change Folder | Personal Folders\Inbox

in data file Ci'\Users\IRM\AppData'Local Microsoft\Outlook \Cutlook. pst

Close
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