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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.

[ Account Settings _ _— W

E-mail Accounts
Youi can add or remove an account. You can sslact an account and change its setings.

[Emai | Data Fies | R5S Feeds | SharePont Lists | intemet Calendars | Pubished Calendars | Address Books

o tew... R T (] P * 3

Pame Type

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



Add New E-mail Account L‘!‘%

Choose E-mail Service

@ Internet E-mail
Connect to your POP, IMAP, or HTTP sanver 1o send and receive &-mal meéssages.,

Hicrosaft Exchange
Connect to Microgoft Exchange for access to your ¢-mal, calendar, contacts, faxes and voice maidl,

Other

Connect o a server type shown below,

< Back det> | | concel

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:

e In the Your Name box, type your full name.

e Inthe 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.

o0 Inthe 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.

o0 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.

e Inthe User Name field, type your user name. The user name is
your full email address.

e In the Password field, type the password that you were provided.

e If you want Outlook to remember your e-mail account password,
click to select the Remember password check box.



Add Mew E-mail Account ]

Internet E-mail Settings
Ench of thesa sattings are required to get your &-mal sceount working.

User Information Test Account Settings
' Your Mama: Eamy Sanche After filing out the nformaton on this screen, we
| ! : recoerenend you test your account by deddng the
£-mad Address: sxanher Beonine_com button below. (Riequines network connection)
Server Information
" Test Account Settings ... |
Account Type: AR =
freoeming mad server: mad contos . oom

Qutgong mad server (SMTP):  mad, contoso.com

Logen Information
Liser Mame: ssancherBcontoso.com
Paseword: seremearrens
| Remember paszword
Reguire logon using Secure Password Authentication (SPA) [ pore setings ... |

<pock || Mest> | | conce
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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:

e The connectivity of the system to the Internet is confirmed.

e You are logged on to the SMTP server.

e You are logged on to the IMAP or POP3 server.

e Itis 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.

e A test message is sent.

Click on Close.



Test Account Settings

Congrahiations! All tests completed successfully. Clidk Close to continue. Shop

Tasks | Errors
Tasks Status
\/Lngmtu-hcmhgmimumwl Completed
' Send test e-mail message Completed

ﬂ =

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.

)

Internet E-mail Settings

| | eneral | Folders | Outoong Server | Comection | Advanced| }
9! My usigoing server (BMTP] recures sutheneation]
Log on using

o J[ conce |

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



[ intemet E-mail Settings

!|MI|W|MMIM|M] |

Server Port Numbers
Incoming server (MAP): 143
Lios the folowing type of grerypted connection: | Nore

Qutging server (SMTP): | 2525
1 Use the folowing type of engrypied connection: | None [=!
| | Server Tmeouts

Shaet ! © long 1meute

Folders
: Root folder path: |
i

[ o ][ conce |

Click OK.

Click Next, and then click Finish.

Bsccount.

To chase the wirard, dick Firish,

Y harve successflly entered al the nformation requeed to setup your

_<mo o ]




Microsoft Outlook 2002 /XP and 2003

= Start Outlook.

= On the Tools menu, click to select E-mail Accounts.

= Inthe E-mail Accounts dialog box, click to select the Add a new E-mail Account
option, and then click Next.

E-mail Accounts

E-mail Accounts .
You can change the e-mail accounts and directories that Outlook uses. .
E-mail

+ fidd & new g-mail sccount]

" ‘iew or change existing e-mail accounts

Directory
™ Add & new directory or address book

T Wiew or change existing directories or address books

Mest > Closs ]

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

E-mail Accounts

Server Type .
Wou can choose the type of server vour new e-mail scount wil work with, _

" Microsoft Exchange Server
Connect to an Exchange server to read e-mall, access public folders, and
share documents.

" poP3
Connect to a POP3 e-mal server to download

* MAP
Connect to an IMAP e-mail server to downioad e-mad and synchronize
madban: folders.,

" HTTP
Connect to an HTTP e-mail server such as Hotmail bo download e-mad and
synchronize mailbox Folders.

" additional Server Types
Connect to another workgroup or 3rd-party mall server,

< Back et » Cancal




In the E-mail Accounts dialog box, enter the required information by using the following
guidelines:
0 User Information
= Your Name: This should be your full name.
= E-mail Address: Your administrator provides this information.
o0 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.
= Qutgoing Mail Server (SMTP): This is the name of the Outgoing e-mail
server. Usually this is the same as the Incoming Mail Server.

E-mail Accounts

Internet E-mail Settings (IMAP)
Each of these settings is reguired to get your e-mail account working. P

User Information Server Information

Your MName: |5|:||1':,r Sanchez Incoming mail server (IMAR): |emal.mrldsmartrnail.-:m

E-mal Address:  [cony@worldsmartmal.com  ‘Qutgoing mail server (SMTP).  famal, worldsmartmail. com

Logon Information

Liser MNarme: sony@worldsmartmail,com
Password: |nﬂ

[+ Remember password

I™ Log on wsing Secure Password
Authentication (SPA) Mhore Setbings ...

< Back Mext » Cancel |

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.



Internet E-mail Settings

General Outgoing Server | Connection | Advanced |

¥ My gutgoing server (SMTE) requires authentication:

* Lse same settings as my Incoming mall server
™ Log onusing

W

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

Internet E-mail Settings ?]X]

General | Dutgoing Server | Connection  Advanced |

Server Port Numbers

Incoming server (POP3): | 110 Use Defaults I

[T This server requires an SSL-secured connection (S50
Qukgoing server (SMTP): | 2525
[T This server requires an SSL-segured connection (S50

Server Timeouts
Short = Long 1 minute

Defivery
[T Leave a copy of messages on the server
r ; 3
r :

= Click OK to close the window.



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

E-mail Accounts

Congratulations!

You have successfuly entered all the information required bo setup your account,

To close the wizard, 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.

Internet Accounts — W

Set up new e-mail accounts or newsgroup subscriptions by chicking Add. |
To make changes, export, or remove an account or subscription, select it first.

| MNews -

3 1 Micrasoft Communities (default)

- TshEws mcrosoM.Cam

Directory Service b

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



Sl e *i—— 2 It

Select Account Type

What type of account would you like to add?

l l:J E-mail Account
a-i'l, Mewsgiaup Accourt

= ] Directory Service

‘What infge o] ik ? .

[ Mest || Canea |

Se——

= |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.

Your Mame
When you send e-madl, your name will sppear in the From field of the outgeing message.
Type your name a3 you would fike it ta appear.
[Drsplay narme Cheryl Sirmpsan
For example: John Smith
|
¥ ¥ r sgn T .
1
[ Met || Canca |
Se——

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



Internet E-mail Address

YWour e=mail address is the sddress other people use to send e- mail messeges to you.

E-mail address: esimpson@eontese.com

For example: someone@microsoft.com |

Whete can | find mv e-mail grrmiatgn .

[ﬂeni |"L'.|nul

= 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.

Set up e-mail servers

Incoming e-mail gerver type

Incoamuing il (POP3 or IMAF) senvern:

musl.contoso.com
Dutgaing e-mail server (SMTF) name:
mail.contoso.com

[#] Dutgaing senver requires suthentication
Where can [ find my e-mail server information? .

[Hbﬂ | | Cancel

= In the Internet Mail Logon window, enter your Internet 1D 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).



Internet Mail Logon

Type the sccount narme and password your Intemet senice provider has given you.

E E-mail usemgme crimpsend contoso.com

Passward: senanaie

' Rermnember passyord

[ Nea || cances |

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

Congratulations

You have successfully ertered all of the information required to set up your account.
T savee these settings and dewnboad your e-mail folder list and metsages, click Finish,
[#[Da net download ry e-mail and felders at thes time

[ Funish | [ Cancel

= 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.



Windows Mail

E Would you like to download folders from the mail
server you added?

E...........I..E { [ Mo

Get help from communities

= 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.

22 Show/ride IMAP Fokders i
Agcountisle Display fobders which contasin:
|| = _
ermailwcr... Al | Visible
| Foldes
B Inbox -
7 Drafts | E__E"""‘ |
i Mew Folder-Dathoak
- ...5*":
B Spem
5 Tragh




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.

Internet Accounts

Al Mail | News _Dm:i:tuty é.mvice_

| Account Type Connection
L Active Directony [ TE=TEC Local Ares Network. :
Bigfoot Intemnet ... directory senice Local Area Netvork, Eropaities
WenSign Internet .. directary senice Local Area Netvork
Whowhere Inter..  direclary semnice Local Area Network

Set Order...

c B[22
> |4

= 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.

Internet Accounts
| Al | Mail News _Dmtw é.ewic:e_

| Account Type Connection

2lifs] |8 AEE
* =




= 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.

Internet Connection Wizard

Your Mame

When vou send e-mail, your name will appear in the From feld of the outgoing message.
Type your name as pou would like it to appear,

Dizplay name: ' Sory Sanched
For example: John Smith

| Met> | [ Cance |

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



X

Internet Connection Wizard

Internet E-mail Address

Your e-maill addiess is the addiezs othes people uze to zend e-maill mezsages to you,

E-mail address: sranchezi@contozo com

For example: someone@microsoft. com

¢Back || Mew> | [ Cancel |

= |n 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.



X

Internet Connection Wizard

E-mail Server Hames

ty incoming mail serverisa | IMAP W TEVEL

Incoming mail (FOFP3, IMAF or HTTP) zerver:

mail. conboso, comn

An SMTP server iz the server that is used for your oulgoing =-mail,
Dutgoang mail [SMTFP) server

| mail. contoso, com

¢Back || Mewt> | [ Cancel |

= 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.



X

Internet Connection Wizard

Internet Mail Logon

Type the account name and password your Intemet service provider has given you,

Account name: ssanchex@contoso. com
Password: sssssssnsnnene
Remember password

If wour Internet service provider iequires you bo use Secure Pazsword Authentication
[SPA] to access your mail account, select the 'Log On Using Secure Passwaord
Authentication [5P4] check box

[[] Log on using Secue Password Authentication [SPA)

¢Back || Mew> | [ Cancel |

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



X

Internet Connection Wizard

Congratulations

You have successhully entered all of the information required to zet up your account,
To zave these settings, click Finish,

| <Back |[ Fmish | | Cancel |

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

Internet Accounts @FE

| Al Mal | News __.Dim;:tuy Service

Account Type Connection
Fa mal contoso.com  mail [default) Ay Avalable

= 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.



-

'm mail.contose.com Properties

fienersl| S#vers | Conmechon Swcurty | Mdvanced | IMAP
Server Informaton
My wecorreng sl iereer ma | IMAP reTver
Incooemireg masd [IMAP} | mal combomo. pom
Do mad [SMTPT | mall conbosn com

Incoemrsg bl Sesrves
Apoount name; szanche xEoonBosn Com
Parswond SERRERAEEREREE

[ Ramessbar passvrosd
[ Lo o g Secue Patewond Authentication

Duahgoersg Ml Serven
_H_l,l:!ﬂ_‘ll_'ﬂ Iy al.l'ui-:aboﬂ

L_ox [ Conce || soob |

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

1"'_-, wWotald wou B to dowrlosd Folders from the mad sarver you added?

L tes J[ 0 |

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.

B Show/Hide IMAP Folders

Account(s] Dirsplay hokliers which contan

I

emadwords - Misible
Fbdes

Inbioes
Wi
Sy Mew Folder-Dutiook
EiSent
ESpam
i Trash




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

e R Outgoing Server (SMTP) Settings

Although you can specify more than one cutgoing server [SMTP), this is only
recommended for advanced users, Setting up multiple SMTP servers can cause
efrars when sending mestages

Descnphan
Server Name
Pt

User B .
Joer Name

secure Connection:

Add Account...

St &5 Default

Remcve Accound

L. |

= Select Email Account and click Next.



[ Account Wizard g - — | S

New Account Setup

In order to receive messages, you first need to set up a Mail or
Mewsgroup account.

This Wizard will collect the information necessary to set up a Mail or
Mewsgroup account. If you do not know the information requested,
please contact your System Administrator or Internet Service Provider.

Select the type of account you would like to set up:

{7) RSS News & Blogs
) Gmail

") Mewsgroup account

<gack | | Net> || Cancel |

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



Account Wizard - - —— —— |t |

Identity

Each account has an identity, which is the information that identifies
you to others when they receive your messages.

Enter the name you would like to appear in the "From” field of your
outgoing messages (for example, “John Smith").

Your Mame: Sony Sanchez

Enter your email address. This is the address others will use to send email
to you (for example, “user@example.net”).

Email Address: ssanchez@contoso.com|

| <Back | | Nea> || Cancel

= 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.



[ Account Wizard g - — | S

Server Information

Select the type of incoming server you are using.

©) POP @ IMAP

Enter the name of your incoming server (for example,
"mail.example.net”).

Incoming Server: i.ma;i[.cnl-'ltosn.cum
Enter the name of your outgoing server (SMTP) (for example,
"smtp.example.net”).

Outgoing Server: [mail.cnntnio.cum ]

| <Back | [ Net> | [ Cancel |

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



[ Account Wizard g - — | S

User Names

Enter the incoming user name given to you by your email provider (for
example, "jsmith").

Incoming User Name: ! ssanchez@contoso.com |

Your outgoing (SMTP) server, "mail.contoso.com”, is identical to your
incoming server, your incoming user name will be used to access it. You
can modify outgoing server settings by choosing Account Settings from
the Tools menu.

| <Back | [ Net> | [ Cancel |

= Verify your account information and click Finish.



Account Wizard - - —— —— |t |

Congratulations!

Please verify that the informaticn below is correct.

Account Name: ssanchez@contoso.com
Email Address: ssanchez@®contoso.com
Incoming User Name: ssanchez@contoso.com
Incoming Server Name: mail.contoso.com
Incoming Server Type: IMAP

Qutgoing User Name: ssanchez@contoso.com

Outgoing Server Mame (SMTP):  mail.contoso.com

Click Finish to save these settings and exit the Account Wizard.

| <Back | | Finish | | Cancel

= 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.

| Alert ot

F ! \ Saving Passwords and Other Sengitive Informaticn

| ==

Password Manager and Form Manager will save passwords, user names, and other sensitive
infarmation and enter them for you sutomatically when they are reguired.

This sensitive information is stored on your computer in a file that's difficult, but not impossible, to
read.

If other people have access to your computer, you may want to password protect the stored
sensitive information by choosing a Master Password.

If you choose to password protect your stored information, you will be asked to provide your Master
Password from time to time. This approach provides better security but is slightly less convenient.




