How to set up your IMAP/POP e-mail address with Outlook 2007

The following instruction will configure Outlook 2007 as an IMAP client.

This configuration will require your:

Username............c..cceeee...... This is the same as your e-mail address (ex.
example@pspinc.com)

Password.......ccccceeeiencennnnnne. The same password as your account

Incoming Server................ IMAP: imap.dreamersi.net

Outgoing Server (SMTP).. smtp.dreamersi.net

1. Open up Outlook 2007. Then click Tools — Account Settings
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2. On the E-mail tab, click on New.

Account Settings

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

i E-mail Data Files | RS5 Faeds-:_ SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

i |
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3. Select Manually configure server settings or additional server types then
click Next.

Add New E-mail Account

Auto Account Setup

| mext> | [ cancel |




4. Select Internet E-mail then click Next.

Add Mew Account

Choose Service

(") Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, Faxes and voice mail messages.,

() Text Messaging {SMS)
Connect ko a mobile messaging service,

) Other
Connect ko a server type shown below,
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5. Enter the following information This is just an example)
When you are done, click More Settings.

Your Name........................c....... John Doe

E-mail Address.......................... john_doe@pspinc.com

Account Type............ccccceeeeeeeee.. IMAP

Incoming mail server............... IMAP: imap.dreamersi.net
Outgoing mail server (SMTP). smtp.dreamersi.net

User Name................................ john_doe@pspinc.com
Password.................cccceeeeeeeeeee.. The same password as your account

Add New Account @

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

User Information Test Account Settings

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

E-mad Address: below. (Requires network connection)

Server Information

| Test Account Settings ... |

Account Type: IMAP

Incoming mad server: imap.dreamersi.net

Qutgoing mad server (SMTP): | smtp.dreamersi.net
Logon Information

User Name: john_doe@pspinc.com

Password: erererene|
Remember password
[TJRequire logon using Secure Password Authentication (SPA)




6. Click on the Outgoing Server tab then put a check mark on My outgoing
server SMTP) requires authentication. There should be a radio button for
Use same settings as my incoming mail server.

Internet E-mail Settings El
 Geners| Sent Ikems Celeted tems
Dubgoing Server I Connection Advanced

IE:J Use same sektings as my incoming mail server

l!:l Log on using

K, | | Zancel




7. Click on the Advanced tab and input:

Incoming server (IMAP): 993
Outgoing server (SMTP): 465

Internet E-mail Settings

General I Sent Items Deleted Items
| Outgoing Server Connection Advanced
Server Port Numbers
Incoming server (IMAP): | 993 [ Use Defaults ]
Use the following type of encrypted connection: SSL v
Qutgoing server (SMTP): 465
Use the following type of encrypted connection: SSL b
Server Timeouts
Short Long 1 minute
Folders
Root folder path:

OK [ Cancel




8. Click on the General tab and insert “IMAP"” or “POP” after your account
name so you can easily distinguish between your old e-mail account and
your new IMAP/POP account. Then click OK.

Internet E-mail Settings

Cukgaing Server Conneckion Advanced
taeneral Sent Ikems Deleted Ikems

Mail Account

Tvpe the name by which wou want to refer to this account, For
example: “Wwark" ar "Microsaft Mail Server”

john_doe@pspine, com IMAP|

Other User Information

Drganization:

Reply E-mail:

Ik | | iZancel




9. Click Next then click Finish

After the switch (Only for IMAP) :

Click Tools — Account Settings — double click on your newly created IMAP
Account - More Settings

Creating an IMAP “Sent Items” folder:

By default, all sent items will be saved in your POP account’s “Sent Items”
Folder, so if you would like a separate “Sent Items” folder,
please do the following:

Click on the Folders tab, and select “Choose an existing folder or create a new
folder to save your sent items for this account in”. If there is no folder called
Sent Items, click “New Folder” and create a new folder called “Sent Items”.
After you are done specifying the folder to Sent Items, click OK.

General| Folders Joukgoing Server | Conmection | Advanced

() Save sent mail in the Outlook Sent Ttems Folder
Copies af wour sent ikems for this account will be saved in the defaulk
Outlook, Sent Ikems Folder,

(#) Choose an existing folder or create a new Folder ko save your sent
iterns For this account in

= = Mew Faolder, ..
| Deleted Items

| Drafts

I Ik, Zancel




Automatically purge deleted items from the server:

By default, any mail that you delete will be marked for deletion and will not be
deleted until you “purge” the items. If you would like the items permanently
deleted after switching folders, please do the following.

Here is an example of items that were marked for deletion:

= Date: Yesterday
~] 8
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Click on the “General” tab and select “Purge items when switching folders while
online”. This will make it so after deleting an item, all you have to do is click on a
different folder and back to the folder where the original item was deleted.

You will notice the deleted item is gone. Note that you must be online for this to work.

Internet E-mail Settings x|

@eneral | Folders | Qutgoing Server | Connection .ﬁ.dvancedl

Mail Account

Type the name by which wou wank to refer to this account, For
example: "wark" or "Microsoft Mail Server”

IMAP

Cther User Infarmatian

Drganizakion:

Reply E-mail:

Purge Cptions

¥ Purge items when switching Folders while online

When you switch ko another Folder, the items marked For
deletion in the original folder are permanently deleted on the
server, Ikems will not be permanently removed when switching
folders affline.

(8] 4 Zancel
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