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IMAP or POP

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): “exchange.clarku.edu”

Outgoing Server (SMTP): “exchange.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.
St_ep 1 . . ., ¥ Qutlook Express
With Outlook Express open, Cllck_the Tools menu to Fie Edt  view (RIS Message  Help
expand a dropdown menu, and click on the option . il i
“Accounts...”. This will open a new window named [ . _
“Internet Accounts” Create Mai P
nte ' Synchronize Folder
Folders Address Book. .. Ctrl+shift+8
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Step 2 Internet Accounts I Tip of the ¢
Click the “Add” button e

to open a new menu, Al [ Mail | Mews | Directory Service | m
and select “Mail...” by | Accourt Type Connection Remowve g:::fmw Service...
clicking on it. This will . : T o
open a new window, e ‘ ooty
“Internet Connection au message.
Wizard”. =

Step 3 Internet Connection Wizard | 3

In the “Display name:” text field, type
in your name for your email account
as you wish it to be displayed. Click

the “Next” button when you are ready
. When you send e-mail, your name will appear in the From field of the outgoing message.
to continue. Type your name as you would like it to appear.

Your Mame

Display name: | Firstname Lastname

For example: John Smith

Neat = Cancel
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Step 4 ) ) Internet Connection Wizard L4
In the “E-mail address:” text field, type

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

Intermet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address:

For example: someone @microsoft.com

[ < Back Kﬂm‘r')][ Cancel ]

St_ep S Internet Connection Wizard
Click on the blue arrow to open a

dropdown menu, and select “IMAP” by
clicking on it. Next, type
“exchange.clarku.edu” into the
“Incoming mail (POP3, IMAP, or
HTTP) server:” and “Outgoing mail
(SMTP) server:” text fields. Then click Incoming mail (POF3, IMAP o TP Saer

the “Next” button. Cexchange clarku edu )

E-mail Server Names

An SMTP serveris the server that is used for your outgoing e-mail.

Outgoi i (SMTP) server:

|exchange clarku.edu )
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Step 6 . Internet Connection Wizard
In the “Account name:” text field, type

in “CLARKU\username”, substituting
your Clark Account username. Then
type your Clark Account password into
the “Password:” text filed. Now, check
the box next to “Log on using Secure e L
Password Authentication (SPA)”".

Intemet Mail Logon

Type the account name and password your Intemet service provider has given you.

If the computer you are using is not o
shared with multiple people, you may

want to check the box next to

“ ” If your Intemet service provider reguires you to use Secure Password Authentication
Remember passwo rd”. (SPA)to access your mail account, select the "Log On Using Secure Password
Authentication (SPA) check box.

Ly
Click the “Next” button to continue. j_ng on using Secure Password Authentication [SPAE

emember password

’ < Back ]K Next::)l[ Cancel ]

Step 7. o . ) Internet Connection Wizard ['._7
Now click the “Finish” button; this will

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

Congratulations

You have successfully entered all of the information required to set up your account.
To save these settings. click Finish.

I_ < Back IK; Finish __}[ Cancel
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Step 8 Internet Accounts E|L8
Select the “exchange.clarku.edu”
account by clicking on it once. Then
click the “Properties” button. This will Accour
open a new window:
“exchange.clarku.edu Properties”.

Al I_Mail " I .News ii'Directory Service | Add »

Type Connection Bemove

mail {default) Ay Available

!

e ———
= exchange.clarkw...
o S

a
J

Import...

Export...

Set Order...

[ stoner ]

Close

Step 9 ) y Lo ) m exchange.clarku.edu Properties

Change to the “Servers” tab by clicking on it. Next, e _—
click on the “My server requires authentication” box to | Genera [(Servers)] Connection | Securty | Advanced | IMAP
check it off. Server Information -

Wty incoming mail serverisa | IMAP SEMVEr.

Incoming mail (IMAP):  |exchange . clanu.edu |

Qutgaing mail (SMTF): Emhange.clarl-:u.edu |

Incoming Mail Server -

Account name: !CLAHKLI".usemame |
Passward: |--------o |
Remember passwaord

Log on using Secure Password Authentication

QOutgoing Mail Server

server requires authentication

0K || Cancel |[ ooty |
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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)". 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.
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Step 12

Select the “exchange.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 Clark Exchange 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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