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2. E-mail; Add a new e-mail account = Next >

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

() view or change existing e-mail accounts

Directory

% () Add a new directory or address book
{3 View or change existing directories or address books
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Server Type:
Select IMAP or POP3 - Next >

E-mail Accounts

Server Type
You can choose the type of server yvour new e-mail account will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

() POR3
CohRtect to a POP3 e-mail server to download vour e-mail.
() IMAP

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

(CIHTTP

Zonnect to an HTTP e-mail server such as Hotmail to dewnload e-mail and
synchronize mailbox folders.

() Additional Server Types
Connect to anather workgroup or 3rd-party mail server.
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4. Internet E-mail Settings IMAP/POP3):
E-mail Address: FirstName.LastName@baruch.cuny.edu
User Name: Your ACAD or BCTC username to login to office/lectern PC
Password: your ACAD or BCTC password to login to office/lectern PC
Incoming mail server (IMAP/POP3): bbmail.baruch.cuny.edu
Outgoing mail server: Contact your home Internet Service Provider (ISP) for the server settings.
- Select “More Settings”
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E-mail Accounts

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

Your Mame: Joe Smith Incoming mail server (IMAP): bbmail.baruch.cuny.edu

E-mail Address: joe.smith @baruch.cuny.e¢ Qutgeing mail server (SMTP): smitp.example. com|

Logon Information [}5
User Mame: jsmith
PEEEWDFdI s s 2 e S

Remember password

D Log on using Secure Password More Settings ...
Authentication (SPA)
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Advanced Settings: IMAP
Incoming server: Port 993

Check “This server requires an encrypted connection (SSL)”
Select “OK” to exit Internet E-mail Settings window.

Internet E-mail Settings

| General || Cutgoing Server || Connection | Advanced |

server Port Mumbers

Incoming server (IMAP):

QOutgoing server (SMTP):

Server Timeouts

003 | ze Defaults |

This server reguires an encrypted connection (S5L)

25

[ ] This server requires an encrypted connection {SSL)

Faolders

Short "]—ﬁ Long 1 minute

Root folder path:

Ok Cancel




Advanced Settings: POP3
Incoming server (POP3): Port 995
Check “This server requires an encrypted connection (SSL)”
**Make sure to Check “Leave a copy of messages on the server”**
Select “OK” to exit Internet E-mail Settings window.
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E-mail Accounts

Internet E-mail Settings (POP3)

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

Internet E-mail Settings l§|

!_General |i Oukgaing Server i| Cornection | Advanced
Server Port Mumbers

Incoming server (POP3): 995 Use Defaults

This server reguires an encrypted connection {S5L)

S
Cubgoing setwver (SMTPL | 25 |
[ ] This server requires an encrypted connection (5515

Setver Timeouts

Short 0 Long 1 mirute

Dielivery

Leave a copy of messages on the server

bbrmail . baruch, cuny . edu |

dsd |

hri this screen; we
it b clicking the
k. connection)

Mare Settings ...

[ Remove From server after davs

[ ]remove From server when deleted from 'Deleted Items'
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7. Select “Finish” to complete account configuration.

_. E-mail Accounts

Congratulations!

You have successfully entered all the information required to
sefup your account,

To close the wizard, dick Finish.
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Your messages should download in a few moments. Watch the bottom right of the screen for progress and error
messages.



