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Inbox - Microsoft Outlook

Open Outlook.
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E-mail Accounts B _il

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

€ Add a new e-mail accounk

% Yievs or change existing e-mail accounks!

Directory

€ add a new directory or address book,

| h: 7 view or change existing directories or address books

i
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Put a dot in ‘View or change
Existing e-mail accounts’ and
click ‘Next’




x| | Select the email account that
E-mail Accounts you have been using to access
“fou can select an account and change its settings or remove it, .
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Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account working.

User Information Server Information

I MNAME
E-mail Address: IEMAIL

Logon Information

four Mame: Incoming mal server (FOP3Y [ pop

Test Settings

User Marme: I USER After Filling out the information on this screen; we:
reconmiend you besk waur account by clicking the
Password: I******** butkan below. (Requires network conneckion)

IV Rememmber passward

Test Account Sethings ... |

I Log on using Secure Password
Authentication {SPAY

Oukguing mail server (SMTE): | SMTP

Mare Settings ... |

= Back l Mext = I

Cancel

settings as outlined below.

0 Your Name: Ensure this field

is populated with Your Full
Name as you would like it to
appear in your outgoing
email messages.

0 E-mail Address: Replace your

username with your full
primary email address e.g.
username@wnylc.com

0 Incoming mail server

(POP3): Replace with:
mail.wnylc.com

0 Outgoing mail server

(SMTP): Replace with
mail.wnylc.com

0 User Name: Replace with

your full email address, e.g.
username@wnylc.com

o Password: This should

remain the same.

Once these settings are
updated, click on the ‘More
Settings...” button.




Internet E-mail Settings I

Gn_anera|.| Dubgoing Server I Conneckion I Advanced I

Mail Account

Tvpe the name by which wou wauld like ba'fefer ko this
‘account. For examplet "woork! or "Microsaft Mail Server”

| EMAIL

Other User Information

Qrganizakion: I

Reply E-mail: I

2K I Cancel

Click the ‘Outgoing Server’ tab
at the top of the screen.




Internet E-miail Settings i

zeneral  Dubgoing Server |Cu:unnectiu:ur| I &dvanced I

¥ 1y oubgoing server (SMTP) requires authentication;

o Lise same settings a5 my incoming mail sepver

& Log on using

LUser amme: I

Pzt I
¥ Bemeritier passwiord

] [Laginn Usimg Secure Fassmard Authentication (SPA]

™ Log on ta incoming mail ssrver before sending mail

(54 I Zancel

Put a checkmark in ‘My
outgoing server (SMTP)
requires authentication’ and
make sure that the dot isin
‘Use same settings as my
incoming mail

server’.




e g ' Click on the ‘Advanced’ tab at

S s the top.
| General i Outgoing Server | Gonnection | Advanced |

- Make sure that your settings

Server Port Numbers ' look like the settings shown in
Incoming server (POP3): 95| l IJse Defaults this screenshot.
[] Thiz zerver requirez an encrypted connection {(S5L) Place a check mark under This

server requires an encrypted

Outgcuit%seruer (SMTPJ: 537 ;
connection (SSL) for both the

Use the following type of encrypted connection: | TLS E Incoming server and Outgoing
Server Timeouts server.
Short Long 1minute Your Server Port Numbers,
Delivery - - should appear as shown, with

995 for Incoming server (POP3),
and 587 for Outgoing server
(SMTP).

[¥] Leave a copy of messages on the server

[¥|Remove from server after  1p 1] davs

[ remawve from server when deleted from 'Deleted Ttems'

] 4 | [ Cancel

Click the ‘OK’, ‘Next’ and then
‘Finish’ buttons and now you
should be able to send and
receive email. Accept the
security certificate when
prompted. Then try to send a
test message to the same
account to be sure everything is
working. If it does not work, go
back and see if the settings
were saved.




