Setting up Outlook Express using IMAP

1. Launch Outlook Express, and setup a new mail ac-
count. If you are not automatically prompted to create
one, click the Setup a mail account link in the main win-
dow. If prompted to create a new Internet mail account or
use an existing, choose Create a new Internet mail ac-
count and click Next.

Internet Connection Wizard [‘S__<|

Setting up Internet Mail

The Internet Connection ‘Wizard has detected previously installed e-mail software. You
can have pour Internet mail account settings imported, 0 you can continue o use therm
with your new mail program.
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2. Enter your name in the next screen and click Next.
Internet Connection Wizard rz|

Your Name

][ Cancel ]

‘wihen you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Dizplay name:

For example: John Smith

3. Enter your email address and click Next.

Internet E-mail Address

“r'our e-mail address is the address other people use to zend e-mail messages to you.

E-mail address: | coleeson@rhsmith.umd. edy

For example: someonet@microzaft.com

< Back “ Mest » ][ Cancel

4. Enter the settings for your email account servers, with
the type set to IMAP and the incoming mail server set as
facstaff.rhrsmith.umd.edu (for staff/faculty) or stu-
dents.rhsmith.umd.edu (for students) and the outbound
as smtp.rhsmith.umd.edu (for everyone) and click
Next.

Internet Connection Wizard rg|

E-mail Server Names

My incoming mail gerver iz a | [IMAaP | SEMVEL

Incoming mail [FOF3, IMAP or HTTF] server:

imap.rhzmith. urnd. edu

AnSMTP zerver is the server that iz uzed for pour outgoing e-mail.

Outgaing mail [SMTP] server:

st rhisrnith.urnd, edu

[ < Back ” Nest » ][

5. Enter your username and password and click Next.
Internet Connection Wizard rg|

Internet Mail Logon

Cancel ]

Type the account name and pazsword your Internet service provider has given you,

Account name: | caleeson |

Pazsword: |oooooooooooo| |

Remember passward

If wour Internet zervice provider requires you to uze Secure Pazswaord Authentication
[5P&) to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA] check box.

[] Log on using Secure Password Authentication [5Pa)
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6. Click Finish to complete the wizard.

Congratulations

Cancel ]

“r'ou have successfuly entered all of the information required to set up vour account.

To save these settings, click Finizsh.

<Back || Finish |[ Cancel




7. When asked to download the folders, click Yes.

QOutlook Express

' 'E ‘Would vou like to download Folders From the mail server vou added?
L

| ves | [ ko ]

8. OE will present you a list of folders from your mailbox
that you can 'subscribe' to (i.e. download your email). Click
the first folder (should be the Inbox) and then hold down
the shift key and click the last folder so that all the folders
are highlighted (you may need to scroll down to see the
last folder if you have man

. Then click OK.

B Show/Hide IMAP Folders

Account(s): Display falders which contain:
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9. If you now click on Tools > Synchronize All OE will
begin downloading headers into all of your folders.
¥4 Qutlook Express

Downloading all mezzages from 'Inbox’.

] Details »»

Downloading message 275 of 1568

10. You will now need to download the full messages in
each folder plus attachments. To do this, open each folder
in turn and click Tools > Mark for Offline > Download

All Messages Later.
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11. You will then see all the messages are marked for
download as shown below.
- Backups.
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12. Click Tools = Synchronize All to have all message
body's and attachments downloaded. You can verify that
the process has worked correctly by click File > Work
Offline and then attempting to open messages with at-
tachments. If you can open the attachment then you know

you've downloaded the emails successfully.
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