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Prerequisites 
1. Your new account email address. 
2. Your email account password. 
3. The incoming and outgoing mail server names. 

All of this information should have been provided, either by your administrator or in an email 
sent to an alternate email address when your Unified Email account was created. 

 

 

 

 

 



 
Microsoft Outlook 2007 

 Start Outlook. 
 On the Tools menu, click Account Settings. The following window is displayed. 

 

 On the E-mail tab, click New. 
 In the Add New E-mail Account dialog box, make sure Internet E-mail is selected, and 

click Next. 

 



 

 

 Configure the new e-mail account. You should configure your new e-mail account using 
the manual process.  

o Follow these steps in the Add New E-mail Account dialog box:  
 Click to select the Manually configure server settings or additional 

server types check box, and then click Next. 
 Click Internet E-mail, and then click Next. 
 Under User Information, follow these steps:  

• In the Your Name box, type your full name. 
• In the E-mail Address box, type your full e-mail address.  

 Under Server Information, click the type of e-mail account that you have 
in the Account Type box. 

o In the Incoming mail server area, type the name of the 
server. This is the server that holds your messages before 
you download them to the computer. This value should 
have been communicated to you or sent to your alternate 
email address when your Unified Email account was 
created. 

o In the Outgoing mail server (SMTP) box, type the name of 
the outgoing e-mail server. Usually, the Incoming mail 
server and Outgoing mail server are the same. 

• In the User Name field, type your user name. The user name is 
your full email address. 

• In the Password field, type the password that you were provided. 
• If you want Outlook to remember your e-mail account password, 

click to select the Remember password check box. 

 



 

 

 Click Test Account Settings. This feature opens a dialog box that 
displays, in a step-by-step manner, each phase of the testing of the 
configuration that you entered. When you click Test Account Settings, 
the following process occurs: 

• The connectivity of the system to the Internet is confirmed. 
• You are logged on to the SMTP server. 
• You are logged on to the IMAP or POP3 server. 
• It is determined whether the IMAP/POP3 server must be logged on 

to first. If it is required, Outlook automatically sets the Log on to 
incoming mail server before sending mail option. 

• A test message is sent.  
 Click on Close. 

 



 

 

 Click More Settings to open the Internet E-mail Settings dialog box. 
 Click on the Outgoing Server tab and check My outgoing server (SMTP) 

requires authentication. 

 

 Click on the Advanced tab and change the Outgoing Server (SMTP) 
value to 2525. 



 

 

 Click OK.  
 Click Next, and then click Finish. 

 

 

 



 
Microsoft Outlook 2002/XP and 2003 

 Start Outlook.  
 On the Tools menu, click to select E-mail Accounts. 
 In the E-mail Accounts dialog box, click to select the Add a new E-mail Account 

option, and then click Next. 

 

 In the Server Type dialog box, click IMAP (preferred) or POP3, and then click Next. 

 



 
 In the E-mail Accounts dialog box, enter the required information by using the following 

guidelines: 
o User Information 

 Your Name: This should be your full name. 
 E-mail Address: Your administrator provides this information. 

o Logon Information 
 User Name: This is your full email address. 
 Password: Enter the password that your administrator provided. 
 You may optionally click to select the Remember password check box to 

have Outlook remember your e-mail account password. 
o Server Information 

 Incoming Mail Server: This is the name of the IMAP or POP3 server that 
holds your messages before you download them to your computer. This 
should have been supplied to you. 

 Outgoing Mail Server (SMTP): This is the name of the Outgoing e-mail 
server. Usually this is the same as the Incoming Mail Server. 

 

 6. Click More Settings. This takes you to the Internet E-mail Settings dialog box. Click 
on the My Outgoing server (SMTP) requires authentication checkbox.  



 

 

 Click on the Advanced tab and change the Outgoing Mail Server (SMTP) port to 2525. 

 

 Click OK to close the window. 



 
 You’ll be presented a Congratulations message. Click Finish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Microsoft Windows Mail (available with Vista only) 
 

 In Windows Mail, go to the Tools menu and click on Accounts.... The Internet Accounts 
window is displayed. Click on the Add button in the upper right.  
 
 

 
 

 In the Select Account Type window, click on E-mail Account and click on Next.  
 

 



 

 
 

 In the Your Name window, type in the name you want your recipients to see when 
they receive your e-mails and click on Next. 

 
 

 
 

 In the Internet E-mail Address window, type in your e-mail address, then click on Next. 
 



 

 
 

 In the Set up e-mail servers window, enter the e-mail server information as shown below.  
Click on Outgoing server requires authentication. Click Next. 
 

  
 

 In the Internet Mail Logon window, enter your Internet ID and password for your e-mail 
account (you don't need to enter the password, but if you do, you will automatically log 
on to the e-mail server every time you open Windows Mail as long as the check is in the 
box next to Remember Password).  
 



 
 

 
 

 You should see the following screen; check the Do not download my e-mail and folders at 
this time box. Click Finish. 

 

 
 
 

 Click Ok to save all of these settings, then Close to exit the Internet Accounts window. 
Windows Mail will now ask you if you would like to retrieve your mail. Select the Yes 
button. 



 
 

 
 

 Next you will be asked to configure which folders you’d like to show/hide. At this point, you 
can simply click OK to complete the setup. 

 

 

 

 

 

 

 

 

 

 

 



 
 

Microsoft Outlook Express 

 Start Outlook Express. Click on Tools in the menu bar and then go to Accounts. This 
brings up the Internet Accounts pop-up window. 

 

 

 Click on the Mail tab to bring it to the front if it is not already so. If you are starting 
Outlook Express for the first time, there will not be any email accounts listed on this 
window. 

 

 



 
 To add a new mail account, click on the Add button and then on Mail. This brings up the 

Internet Connection Wizard pop-up window. Enter your full name in the Display Name 
field and click on the Next button. 

 

 

 The wizard now asks for your email address. Enter the full email address and click on the 
Next button. 



 

 
 

 In the next window, you need to feed in three important bits of information - the 
incoming and outgoing email servers and the type of the incoming email server. 
You may choose either IMAP (recommended) or POP3. You should have been provided 
this information by your administrator or in an email sent to your alternate email address 
when the account was created. 



 

 
 

 The last information that you need to enter to complete the setup of the new account is 
the username and password for that email account. After completing the fields for 
Account Name and Password, click on the Next button. 



 

 
 

 In the following window, click on the Finish button to complete the process of setting up 
a new email account in Outlook Express. 
 



 

 

 You will now see the new email account has been added to the Accounts list. The 
account is referred to by its server name. 

 
 

 In order to ensure you’ll be able to send email, select the new mail account (if it’s not 
already highlighted) and click on the Properties button. This will launch the Properties 
window. Click on the Servers tab and then on the My server requires authentication 
checkbox. 



 
 

 
 

 Click on OK and then Close on the Internet Accounts window. Express will then prompt 
you to download your folders. Click on Yes. 
 

 
 

 Next you will be asked to configure which folders you’d like to show/hide. At this point, 
you can simply click OK to complete the setup. 

 

 



 
Mozilla Thunderbird 

 In Mozilla Thunderbird, select Tools->Account Settings. The following window is 
displayed. Select Add Account… and click Next. 
 

 
 

 Select Email Account and click Next. 
 



 

 
 
 

 Enter your name and e-mail address. And click Next. 
 



 

 
 

 Select either IMAP (preferred) or POP3 as the type of incoming server you are using. 
Enter the name of the incoming and outgoing mail servers.  Click Next. 
 



 

 
 

 Enter your e-mail address for the Incoming User Name. Click Next. 



 

 
 Verify your account information and click Finish.  

 



 

 
 

 When checking email, Thunderbird will ask for your password as shown below. 
Optionally, you may choose to have your password remembered. If you do so, a warning 
message will be displayed detailing the security implications. Click OK. 
 

 
 


