Outlook 2007 IMAP/POP3 Configuration

1. Tools --> Account Settings
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2. Email Tab --> “New”
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E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.
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3. Add New E-mail Account:
E-mail Address: In the following format FirstName.LastName @baruch.cuny.edu
Password: your ACAD or BCTC password to login to office/lectern PC
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Auto Account Setup
Clicking Next will contact vour e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: Joe Smith
Example: Barbara Sankovic

E-mail Address: joe.smith@baruch.cuny.edu

Example: barbara@contoso.com

Password: sototofofofofolok

Retype P d:

Type the password your Internet service provider has given you.

[%Manually configure server settings or additional server types

l Next = ] I Cancel

4. Check the box to “Manually configure server settings...” and select “Next >”
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[k Auto Account Setup

Manually configure server settings or additional server types
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5. Choose E-mail Service: Select Internet E-mail for POP3/IMAP and select
“Next >”

Add New E-mail’ Account 1
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Choose E-mail Service

(*) Internet E-mail
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 voice mail.

() Other
Connect to a server type shown below.

| < Back " Next[% I Cancel |




Internet E-mail Settings:

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”

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

User Information Test Account Settings

Your Name: Joe Smith After filing out the information on this screen, we
recommend you test your account by clicking the

E-mail Address: joe.smith@baruch.cuny.edu button below. (Requires network connection)

Server Information

Test Account Settings ...

Account Type: POP3 v

Incoming mail server: bbmail.baruch.cuny.edu

Qutgoing mail server (SMTP): smtp.example.com

Logon Information

User Name: jsmith
Password: AR AAH|
Remember password

[T]Require logon using Secure Password Authentication (SPA)

More Setting . ’
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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.
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Internet E-mail'Settings X ]

General | Folders | Outgoing Server = Connection = Advanced

Server Port Numbers

Incoming server (IMAP): | 993 Use Defaults

Use the following type of encrypted connection:  55L \v}

Qutgoing server (SMTP): 25
Use the following type of encrypted connection:  None |v}
Server Timeouts
Short 7 Long 1 minute

Folders

Root folder path:

, 1:\% 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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| General | Qutgoing Server | Connection | Advanced |

Server Port Numbers

Incoming server (POP3): 995 Use Defaults

This server requires an encrypted connection (S5L)
Qutqgoing server (SMTP): | 25
Use the following type of encrypted connection: | None £%
Server Timeouts
Short 7 Long 1 minute
Delivery

Leave a copy of messages on the server
[ ]remove from server after days

Remove from server when deleted from 'Deleted Items'

QK Cancel




9. Select “Next” --> Then select “Finish” to complete Account setup.
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Congratulations!

ou have successfully entered all the information required to setup your
account,

To close the wizard, click Finish.

10.  Finally select “Close” and watch the bottom right of the Outlook 2007 client to
watch for progress or errors.

; Account'Settings

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

E-mail | Data Files | RSS Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books |
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Mame Type
joe.smith@baruch.cuny.edu IMAP/SMTP (send from this account by default)

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

joe.smith@baruch.cuny.edu'\Inbox
in data file C:\...\majoe.smith@baruch.cuny.edu-00000006.pst




