Configuring Outlook Express for your IUP E-mail Account

Purpose: To setup Outlook Express to receive and send messages from
your IUP e-mail account

Audience: All ITUP e-mail users

Open Outlook EXpreSS. X Inbox - Outlook Expiess
| Be Edi Vew[Jook Message Hep &)
1. Select Tools menu from the menu ¢  SendandReceive r »
bar, then click on Accounts. MewMal ~ Ft  Synchionigeal
ST ddress ook Chl-Shifted
r i Sendenta deess Honk
fﬁl Outlook Express Mezsage Bules ¥ bk Express..
B Local Faldets IMAP Fold _']
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—— IFE
(Lortacts ™ ™ New Account Signup > —
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2. Click on the Mail tab in the [ Internet Accounts
Internet Accounts box. A [Vl | Nows | Drocioy Semwce]
Select the Add button on e = e
the right-hand side, and
then click Mail.
3. Type your first and last name Internet Connection Wizard ]

next to the Display name Your Name
field, then click Next

“when you send e-mail, your name vall appear in the From field of the cubgoing message.
Type your name a: you wauld ke & bo appear.

Diizplay name: ot Doel

For examphe: John Smrith
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4. Make sure that the button titled “I ]
already have an e-mail address...” is neime Bl oo
selected.
Your g-mail address is the address ather people use 1o send a-mal messages to you.
Emai address: [1:5.Doe@iup ed
5. Type your IUP E-Mail address (e.g., d et e e
username@iup.edu) next to the E-mail
address field, and then click Next.
< Back Het > Carcel |
6_ From the drop_down menU, Internet Connection Wizard |
select IMAP as your incoming E-mail Server Nomes
mail server.
My incoming mail zerves iz a | IMAP | smnoer
Type imap.iup.edu in the field A
underneath Irrcoming mad (POP3. IMAP o HT THTwerver
For “Incoming mail (POP3, fhee by 20
IMAP, or HTTP) server”, enter An SMTP server is the server that is used fof your oulgoing e-mad,
imap.iup.edu Dutgoing mail (SMTF) server
|smip.ivp.edu
For “Outgoing mail (SMTP)
server, enter smtp.iup.edu
Click Next . -
7‘ Type your IUP username (e.g.' Internet Connection Wizard |
abcd) in the Account name box, Intemet Mol Logon
and then type your Password in the
bOX below Type the account name and password pour Inbemet service provides has ghven pou.
Account name: |USERNAME
*Make sure there is a check in the
Remember password box* Bassword: |
[ Rememrber passwcad
Click Next I[fsmblo m:emmmglwo:n M&Th!:{‘:gmer:?:cmdmsmd
Authentication [SPAT check box.
™ Log on using Secure Password Authentication [SPA)
8. You will see a screen that indicates
the account has been successfully
setup. <Back Newt > Cancel |
Click Finish on this screen.
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9. A listing for your IUP E-Mail Internet Accounts
account should appear in the
Internet Accounts dialog box -

Accourt Type | Connection |

(imap.iup.edu) Mail tab. Simap.ivp.edu mail (detaul) Anp Available |

To set the default e-mail
account click on the account
name. Next click the Set as
Default button. Unless, the Set
as Default button is already
grayed out. This will happen if |
there is only one e-mail
account.

Next select the Properties
button.

10. Select the Servers tab on top of the
Properties dialog box. If it does not
automatically appear, enter your 1UP E-Mail
username (e.g., abcd) and password (the

#2 imap.iup.edu Properties [ 2lxl
General  Servers I Connectionl Securityl Advancedl IMapP I

Server Information

password you use to access your IUP E-Mail Hyiooningmaisevr o [MAP— sever
account) under Incoming Mail Server. oo

Outgoing mail [SKTF): Ismtp.iup.edu
Leave the Remember password box Incoring Mail Server
checked. Check the box, My server Ageount name: [abed
requires authentication. This is required Bassword: [sesesese
for Security. ¥ Remember password

I Log on using Secure Pazsward Authentication

Outgoing b ail Server

I My server requires authenticatior: Sethings... |

,TI Cancel Apply
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11. Next Select the Advanced tab. =

In the area labeled “Server *& imap.iup.edu Properties

Port Numbers”, change the General | Servers | Connection | Securty | Advanced |IMAP |
“Outgoing mail (STMP) port Sorver Port Musidoers

number to 587. Select OK. Qutgong med (SMTP)  |567 (e Dofots |

[[] This sarvar raguimes a sacies connectian {S51)

fronming mail (TMAF] 143

D This senver requires 4 secure connection (35L)

12. You will see a dialog box that
states; “Would you like to s T
download folders from the e Lo At
mail server you added”?
Click Yes. Wait while Outlook
Express downloads a list of
folders available in your new
IUP E-Mail account.

Sanding
] Erwak apart messages larger than KE

ok J[ Conce J[ ooty |

13. Use the Show/Hide IMAP folders
dialog box to tell Outlook

Express which folders you want B Show, Hide IMAP Folders 2%l
to display and which folders you Ageounlsf lewfmmm
would like to hide.

mﬁu e | vese | S
To change the Show/Hide status r— ' HI
of a folder, select it from the G ot femin |
list, then click the Show or Hide EEEB‘JE;
buttons on the right. If both ggureux
buttons are grayed out BT ok S
(inactive), this means that you
cannot hide the highlighted
folder. Gow | [3 Cancel

P

Click OK when done
14. Your IUP E-Mail account should appear under your Outlook Express folders.

Click on any mail folder in the left window to see its contents in the right window.
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