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Help Document Series: Connecting to your cMail acco unt using IMAP
or POP in Outlook Express

This document will provide you with the necessary settings to create an IMAP or POP3 connection
using an e-mail program, such as Outlook Express. The remainder of this document will walk you
through the specific steps in setting up Outlook Express.

General settings to access your Exchange mailbox in dependent of the software used.
Incoming Server (IMAP): “cmail.clarku.edu”

Outgoing Server (SMTP): “cmail.clarku.edu”

Incoming and outgoing servers require password authentication (your Clark Account password) and
an encrypted connection (TLS or SSL).

To set up Outlook Express, follow the instructions below.

Step 1 ¥ Outlook Express

If you have not used Outlook Express before, the Fle Edit  Yiew Message  Help
Internet Connection Wizard may open when the i Send and Receive v
program does. Cancel this. CréathJMa“ i synchronize Al
Synchronize Folder
With Outlook Express open, click the Tools menu to S
expand a dropdown menu, and click on the option e Address Back... Chr+Shift+B
Accounts... . This will open a new window named (43 Outlook Express
Internet Accounts . B Local Folders |~ (e Rules b
'@ Inbox (1)
Gousox | I
F Sent Items,  CPHONS... .
3 Deleted Items ‘
B} Drafts
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Internet Accounts

Step 2
Click the Add button t0 - Far ™ yai_| News | Dirctoy service LA
open a new menu, and g Mews. ..
select Mail... by | Account Type Connection Remove Directory Service...
H H H H H 3 chck Layout, 7o
clicking on it. This will Properties et B

open a new window,
Internet Connection
Wizard . Irmpart...

pane, the Outlo
Folders list, or t
area.

Expaort...

Set Order...

Cloge

) B

Step 3 . . . Internet Connection Wizard
In the Display name: text field, type in
your name, as you wish it to be Your Name

displayed, for your email account.

Click the Next button when you are . e . e _
. en you send e-mail, your name will appear in the From field of the outgoing message.
ready to continue. Type pour name as pou would like it to appear,

Display name: Firsthame Lazthame

Far example: John Smith

If you have any questions, or require further @aasise, please contact the ITS Help Desk0&.793.774%r
helpdesk@clarku.edu
12/19/07




Connecting to your cMail via IMAP or POP using (atk Express Page 3 of 7

S s |
text field, type “

In the E-mail address:

in “username@clarku.edu”, substituting
your Clark Account username and click
the Next button.

Internet E-mail Address

Your e-mail address is the addresz other people uze to zend e-mail messages to you.

E-mail addre=s: uzermame@clarku, edu

For example; someonet@microsoft, com

Step 5 Internet Connection Wizard
Click on the blue arrow to open a
dropdown menu, and select IMAP by
clicking on it. Next, type
“cmail.clarku.edu” into the Incoming
mail (POP3, IMAP, or HTTP) server:
and Outgoing mail (SMTP) server:

. . '_""_'
text fields. Then click the Next button. Incoming mail (FOP3. IMAF ot HTTRTsarver

B SMTP server is the server that iz uzed for your outgoing e-mail.

Outgaing mail [SkTF] server:
cmail clark L edu

E-mail Server Names

FOF3

My incoming mail zerver iz a
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Step 6 Internet Connection Wizard \ 6
In the Account name: text field, type
in your Clark Account username.
Then type your Clark Account
?aﬁjswo rd into the Password: text Type the account name and pazzword pour Internet service provider has given pou.
ield.

Internet Mail Logon

Account hame:

If the computer you are using is not

shared with multiple people, you may :
want to check the box next to Password: _
Remember password . [v] Remember passward

|F wour Internet service provider requires vou ko uze Secure Pazaward Authentication

Click the Next button to continue. [SPA) to access your mail account, select the 'Log On Using Secure Password
Authentication [SPA) check bow.

[ Log on using Securs Password Suthentication [SPA]

o o]

Step 7 Internet Connection Wizard L 7
Now click the Finish button; this will

close this window and return you to
the Internet Accounts window.

Congratulations

Tou have successfully entered all of the information required to set up your account,

To save these settings, click Finish.

Cancel
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Step s

Select the cmail.clarku.edu account ) )
by clicking on it once. Then click the Al Mews | Directory Service
Properties button. This will open a |

. : Type Connection Remove
new window: cmail. clarku.edu B mail [default) Ay Available

cmail.clarku.edu Properties Prapetties

Export...

Cloze

AR

Step 9 C . . . cmail.clarku.edu Properties
Change to the Servers tab by clicking on it. Next, click

on the My server requires authentication  box to
check it off.

Server [nformation -

My incoming mail zerver iz a |IM;’-‘-.F' TEMVEL

Incaming mail [IMAP]: icmail.cgku.edu |

Outgoing mail [SMTP; !cmail.clarku.edu !

Ihcaming Mail Server

Account name: ' LZEmanme |
Pazsword: YT |
|
Remember pagsword

[ Log on using Secure Pazsword Aothentication

Outgoing Mal Server

y server requires authentication Settings...

OF, H Cancel ][ Apply
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Step 10

In the same window click on the Advanced tab and
then check off both boxes next to This server requires
a secure connection (SSL) .

Make sure that the number next to Incoming server
(IMAP): changed to “993”, and change the number next
to Outgoing server (SMTP): to “465".

Then, click the OK button to close this window and click
the Close button in the Internet Accounts window.

Step 11
You will next be prompted with an Outlook
Express window asking Would you like to
download the folders from the mail server you
added? . Click the Yes button and a new window
called Show/Hide IMAP Folders will open. Now,
click the OK button to close this window.
B8 Show/Hide IMAP Folders

Aocount(s): Dizplay folders which contain:

@ ||

cmail.clarku.... Al I Yizible

. Falder

There are no items which match your curment filker criteria.
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PIX]

Reset List
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Step 12

Select the cmail.clarku.edu mailbox by clicking on it once. Next, click the Send/Recv button in the
top toolbar, and Outlook Express should automatically start retrieving all of your e-mail that is on the
cMail server. A copy of each email will remain on the server until you decide to move or delete it from

the server. @
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