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1. Launch Qutlook.
2. Click Tools on the “Menu Bar”.
3. Select E-Mail Accounts from the “Tools” menu.



E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(®add a new e-mail account;

() iew or change existing e-mail accounts

Directory

() add a new direckory or address book
() Yiew or change existing directaries or address books
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4. Click on the Add a new e-mail account radio button.
5. Click Next.



E-mail Accounts

Server Type
Yo can choose the bype af server wour new e-mail acount will wark with,

i) Microsoft Exchange Server

Conneck ba an Exchange server to read e-mail, access public Folders, and share
documents,

Conneck o a POP3 e-mail server ko download wour e-mail,
O IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.,

{JHTTP

Caonneck ba an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

i) Additional Server Types
Connect to another workgroup or 3rd-party mail server,

%)
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6. From the “E-mail Accounts” dialog box, choose the POP3 option.
7. Click Next.




E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account warking.,

User Information Server Information

Your Mame: Daniel Ramirez Incoming mail server (POP3): pop.gmail,com

E-mail Address: dramir l@pride. hofstra.ed| Sutgoing rmail server (SMTP): smikp. gmail.com

Logon Information Test Settings
User Marme: drarmir 1@pride . hafstra.ed| After filing out the information on this screen, we
recommend wou kest vour account by clicking the
Passwiord: kbt stcktish button below, (Requires network connection)
Remember password

Test Account Settings ... ]

|:| Log on using Secure Password

Authentication (SPA) More Settings

x]
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8. Enter the following information into the text fields:
a. Your Name: Your name as you would like it to appear in your e-
mails.
b. E-mail Address: Your entire Hofstra E-mail address Example:
JSMITH1@pride.hofstra.edu)
c. User Name: Your entire Hofstra E-mail address Example:
JSMITH1@pride.hofstra.edu)
d. Password: Your POP password.
e. Incoming mail server (POP3): pop.gmail.com
f. Outgoing mail server (SMTP): smtp.gmail.com
9. Click on the More Settings... button.



mailto:JSMITH1@pride.hofstra.edu
mailto:JSMITH1@pride.hofstra.edu

x]

Internet E-mail Settings

General | Oubgoing Server |C|:|nnecti-:|n didvanced

[#]#y oukgoing server {SMTP) requires authentication;

{E} Ilse same settings as my incoming mail server

{JLog on using

Remember password

Log on using Secure Password Authentication (3PA)

" Log on ko jncoming mail server before sending mail

[ Ok H Cancel ]

10.0n the “Internet E-mail Settings” dialog box, select the “Outgoing Server”
tab.

11.Click on the check box next to the “My outgoing server (SMTP) requires
authentication”.



Internet E-mail Settings [‘S_<

General | Dukgoing Server Cl:unnecti-:unl Advanced
Server Port Numbers

Incaming server (POP3): Use Defaulks

This server requires an encrypked connection (35L)
Qukgoing server (SMTP Y 465

This server requires an encrypked connection (35L)
Server Timeouks

Short Long 1 minuke

Delivery

[ |Leave a copy of messages on the server

[0 2]

[ Ok H Cancel ]

12.0n the “Internet E-mail Settings” dialog box, select the “Advanced” tab.
13.Click on the check boxes next to the two “This server requires an
encrypted connection (SSL)” options.
14.Verify that the:
a. Incoming server (POP3) port is 995.
b. Outgoing server (SMTP) port is set to 465.
c. Click OK.



E-mail Accounts

Internet E-mail Settings {POP3)

Each of these setkings are required ko gek vour e-mail account warking,

User Information

Your Marmne: |Daniel Famirez

E-mail Address: |dramir1@pride.hl:qutra.edL|

Logon Information

User Marne: |dramir1@pride.hn:nFstra.edL|

Passward: |*********

Remember passward

|:| Log on using Secure Password
Aukthentication (SPA)

Server Information

Incoming mail server (POPEY |pnp.gmail.cu:um |

Cutgaing mail server (SMTR: |smtp.gmail.|:|:|m |

Teskt Settings

after filling out the information on this screen, we
recommend wou kesk vour account by clicking the
button below, (Requires network, conneckion)

[ Test Account Setkings ... ]

Mare Settings ...
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15.Click on the Test Account Settings... button.




Test Account Settings

Zongratulations! All tests completed successfully. Click Close bo continue.

Tasks | Errars

Tasks Skatus b
\./Estal:ulish network connection Completed
\./Finl:l oukgoing mail server (SMTF) Zompleted
\/Find incoming mail server (POP3) Completed _
\/Lu:ug onko incoming mail server (PO, . Completed
\./Senu:l kest e-mail message Completed b

16.1f you do not get a message that says all tests have completed
successfully, click close and re-check all of the settings you entered.

17.0nce all of the tests have passed, click Close.



E-mail Accounts

Internet E-mail Settings {POP3)

Each of these setkings are required ko gek vour e-mail account warking,

User Information

Your Marmne: |Daniel Famirez

E-mail Address: |dramir1@pride.hl:qutra.edL|

Logon Information

User Marne: |dramir1@pride.hn:nFstra.edL|

Passward: |*********

Remember passward

|:| Log on using Secure Password
Aukthentication (SPA)

Server Information

Incoming mail server (POPEY |pnp.gmail.cu:um |

Cutgaing mail server (SMTR: |smtp.gmail.|:|:|m |

Teskt Settings

after filling out the information on this screen, we
recommend wou kesk vour account by clicking the
button below, (Requires network, conneckion)

E“I.est Account Setkings ... |

Mare Settings ...

%)
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18. Click the Next button.




E-mail Accounts

Congratulations!

You have successfully entered all the information required ko
setup wour accounk,

To close the wizard, click Finish,

< Back

19.Click Finish.



