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1. Tools � E-mail Accounts 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. E-mail: Add a new e-mail account � Next > 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Server Type: 
Select IMAP or POP3 � Next > 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



5. Advanced Settings: IMAP 

Incoming server: Port 993 

Check “This server requires an encrypted connection (SSL)” 

Select “OK” to exit Internet E-mail Settings window. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

6. 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. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7. Select “Finish” to complete account configuration. 

 

 
 

 

 

Your messages should download in a few moments. Watch the bottom right of the screen for progress and error 

messages. 


