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Outlook Email Configuration Settings — IMAP

Step 1
— Open Outlook and click the Tools menu in the top tool bar. From the
drop down menu, select E-mail Accounts...
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Step 2
— Select ‘Add a new email account’ and click Next.

E-mail Accounts

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

E-mail

%) add a new e-mail account
2 Wiew or change existing e-mall accounts

Directory

7 ndd a mew directory or address book

" Miew or change existing directories or address books

< Back [ Mext = ] [ Close J
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Step 3
—Select IMAP and click Next.

E-mail Accounts @

Server Type
You can choose the type of server your new e-mail acount will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

O roP3
Connect to a POP3 e-mail server to download your e-mail,
(3)IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

(JHTTP

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

() Additional Server Types
Connect to another workgroup or 3rd-party mail server,
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Step 4:

— Under the User Information section: type in your name and full email
address.

— Then under the Logon Information: type in your full email address
and your password.

— Then enter the Server Information: type maill.globalrelay.com in
BOTH the Incoming and Outgoing mail server text boxes.

Note: You may check the Remember password box if you do not wish
to re-enter your password every time you log into your email in
Outlook.

E-mail Accounts

Internet E-mail Settings {IMAP)
Each of these setkings are required ko gek vour e-mail account warking,

User Information Server Information
Your Mare: ',:',,:,,_,r narme | Incoming mail server (IMAR]: fmaill .globalrelay. cam
E-mail Address: :yuu@ynurdumain.cnm | ©utgoing mail server (SMTRY: ;i'naill .globalrelay.com |

Logon Information

User Mame: oy ourdamain, com|
Password: [

Remember passward

|:| Log an using Secure Password Mare Settings . .
Authentication {SPa) k

< Back, ” Mexk = ][ Cancel
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Step 5
— In the same screen, select the ‘More Settings...” button.

Ey

E-mail Accounts

Internet E-mail Settings {IMAP)
Each of these settings are required ko gek vour e-mail account working.

User Information Server Information
our Marne: |§.ﬂ:uur narme | Incaming mail server (IMAR): Emaill Jglobalrelay .com |
E-rnail &ddress: |yuu@yuurdnmain.cnm | ukgaing mail server (SMTP: émaill .globalrelay.com |

Logon Information

User Mame: [vou@yourdomain.com| |
st PR

Password: sk koo ok |

Remember password

|:| Log an using Secure Passwaord Mare Setkings . .
Authentication {SPa) k

[ < Back, ” Mext = ][ Cancel
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Step 6
— Under the General tab and enter a name for your Mail Account. It

will be the name that is displayed when you look at a list of all email
accounts that are accessible by Outlook (on your computer only).

Internet E-mail Settings [z|

Gaeneral |0utgn:|ing Server || Connection || Adwanced

Mail Bccount

Type the name by which wou wauld like ko refer ba this
accounk, For example: “work! or "Microsoft Mail Server”

wol@ryourdaomain, com |

Cther User Informakion

Qrganizakion: | |

Reply E-mail: | |

oK l [ Cancel
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Step 7

— Click the Outgoing Server tab. Check the small box next to ‘My
outgoing server (SMTP) requires authentication. Then select ‘Use same
settings as my incoming mail server’.

Internet E-mail Settings [z|

General | Dutgoing Server |C|:unnecti|:|n &dvanced

My oukbgoing server (SMTP) requires authentication

@' IJse same settings as my incoming mail server

" Log on using

(0.4 ] [ Cancel
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Step 8

— Click the Advanced tab. Enter 143 in the text box beside Incoming

server. Then enter 8025 in the text box beside Outgoing server. Then

press OK.

Copyright © 2006 Global Relay Communications Inc. All rights reserved. Not to be reproduced without permission.

Internet E-mail Settings

cereral | Oukgoing Server Cn:nnnecti-:nnl Advanced

Server Port Mumbers -

Incoming server (IMAPD: | 143 | Use Defaults

[ This server requires an encrypted connection (S5L)
Oubgoing server (SMTP: [8025| |

[ This server requires an encrypted connection (55L)

Server Timeouks

short “ ) Long 1 minute
Falders
Fook Folder path:

| OK_I% [ Cancel
L
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Optional Secure Connection Settings (SSL)

— Under the Advanced tab, you can check the two boxes beside ‘This
server requires a secure connection (SSL)’ under both the IMAP and
SMTP fields. If you do, be sure that the SMTP port number is 465 and
the IMAP port number is 993.

]

Internet E-mail Settings

Gereral | Oukgoing Server Cu:unnecti-:uni Advanced

Server Port Numbers -

Incoming server (IMAP): | Q93 | Use Defaults

This server requires an encrypted connection (35L)

Cukgoing server (SMTP: [465 |

This server requires an encrypted conneckion {33L)

Server Timeouks

Short ] = Long 1 minute
Folders
Rook Folder path: |
] 4 l [ Cancel
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Step 9
— Click Finish. The Internet Connection Wizard screen will close itself.

E-mail Accounts

Congratulations!

You have successfully entered all the information required to
setup wour accounk,

To close the wizard, click Finish.
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Step 10

- Right-Click on the newly created email name, and choose the option IMAP
Folders.

45 & Qpen

[ Inbax
Open in Mew Window

Send Link ko This Falder
Adwvanced Find...
-JIE Rename "wou@vyourdomain,com®, .

[y Mew Folder. ..

IMAP Faolders, ..
Update Folder List

Add ko Favorite Folders
Process Marked Headers
Cpen Qutlook Daka File, ..

3& Close "vou@yourdomain, com”

sharing. ..

- _"3’? Froperties for "you@yourdomain,com”, ..
4 Mail

- Click on the Query button and find the Sent Items folder, once this folder
is highlighted click on Subscribe.

B IMAP Folders X
Display folders whose names contain:
| |
Al Subscribed Sop
Falders L
[ InboxAnternal Mail (-'\
[ Jurk. E-rail
[ Jurkk4ail
[ Mates
Sent [temsz 3
[d Support Tickets
[ Tech hl

When displaying hierarchy in Ouklook, show only subscribed Folders,

[ O ] [ Cancel ] Apply
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- Click Close.
- From the top menu bar, go to Tools > Rules and Alerts...

- Click New Rule...

Rules and Alerts

E-mail Rules | Manage Alerts |

apply changes ta this Folder: Ir||:u:|::-:: [wowu@ryourdamain, conm]

ew Rule... |Change Rule = B3 Copy... X Delete | i % FEunRules Mow,,. Options

Mew Rule |Jlieu:| in the order shiown) Ackions

Select the "MNew Rule” bukkon ko make a rule,

Rule description (click an underlined value ko edit):

[ (04 l[ Cancel ] Apply

- Choose Start from a blank rule at the top, then in the Step 1 box, choose
Check messages after sending and click Next.
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x]

Rules Wizard

() Skart creating a rule from a template
() Skart from a blank rule

Skep 1: Select when messages should be checked

Check messages when they arrive

_heck messages after sending

Sktep 2: Edit the rule description (click an underlined «value)

Apply this rule after I send the message

< Back [ Mext = l[ Finish ]

- Scroll to the bottom of the list and check on this machine only and click
Next.
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Rules Wizard

x]

Which condition(s) do wou want to check?
Skep 1: Seleck condition(s)

[ ] marked as importance

[ ] marked as sensitivity

[ sent to people or distribution list

[ ] with specific words in the body

[] with specific waords in the subject or body
[] with specific words in the recipient's address
[l assigned to cateqory cakegary

[] which has an attachment

[] with a size in a specific range

[ ] uses the form name form

[] with selected properties of documents or forms
[] which is a meeting invitation or update

on this machine only

[

=

Sktep 2: Edit the rule description (click an underlined «value)

Apply this rule after I send the message
on this machine only %

[ Cancel ][ < Back. ” Mexk = l[ Firish ]

- Choose move a copy to the specified folder. In Step 2 at the bottom,
click on specified and choose the appropriate Sent Items folder, click OK.
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Rules Wizard

x]

What do wou wank to do with the message?
Skep 1: Seleck action(s)

| assign it ko the cakeqory cakegory
move a copy o the specified Folder

[ flag message For action in a number of days
[ ] mark it as imporkance

[l stop processing mare rules

[l petfarm a cuskom ackion

[ ] mark it as sensitiviky

[ naotify me when it is read

[] naotify me when it is delivered

[] c the message to people or distribution list
[] defer delivery by a number of minutes

Sktep 2: Edit the rule description (click an underlined «value)

Apply this rule after I send the message

Rules and Alerts f5_<|

Choaose a Folder:

%ﬁ Personal Folders K
= admin@globalrelay.net k
= amy greening@globalrelay. net
=J Archive Falders
(=3 Personal Folders Mew...
= suppart@globalrelay net
= 3§ vou@vourdomain.cam

[7] Inbox (18}

[ Junk E-mail

[ JunkMail

Sent Ikems
[ Support Tickets

- Click Next until you see Finish rule setup. Give the rule a name and click Finish.
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