Configuring Outlook 2007 to work with FirstClass

Before you begin

1. Install Outlook.
Outlook is a component of Microsoft Office and is installed as part of the MS Office

installation.

2. Apply available Service Packs for Office, available from the Downloads section of
office.microsoft.com
Note: A valid installation CD will be necessary to apply these updates.

Configuring Outlook

1. Start Microsoft Outlook.
2. On the Tools menu, click Account Settings.

3. With the E-mail tab selected, click New.

Account Settings g|
E-mail Accounts
ou can add or remove an account, You can select an account and change its setkings.
Emall Data Files | RSS Feeds || SharePoint Lists | Inkernet Calendars || Published Calendars | Address Books
g Mew,,,
Mame Type

4. Enter the following account settings:
o Your Name: your name



Password: leave blank
Retype Password: leave blank
Manually configure server settings: checked
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Add Mew E-mail Account

Auto Account Setup

[«]Manually configure server settings or additional server bypes:

E-mail Address: your @umit.maine.edu email address
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5. Click Next.




6. Choose Internet E-mail as your email service and then click Next.

Add Mew E-mail Account
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Choose E-mail Service

Connect o your POP, IMAR, or HTTP server ko send and receive e-mail messages,

(") Microsoft Exchange
Connect to Microsoft Exchange For access ko your e-mail, calendar, contacts, Faxes and woice mail.

) other
Connect ko a server type shown below,
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7. Enter the following email settings:
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Your Name: your name

E-mail Address: your @umit.maine.edu email address

Account Type: POP3

Incoming mail server: pop.umit.maine.edu

Outgoing mail server (SMTP): mail.maine.edu

User Name: your FirstClass username

Password: type in your FirstClass password

Remember password: checked

Require logon using Secure Password Authentication (SPA): unchecked
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Add Mew E-mail Account

Internet E-mail Settings
Each of these settings are required to get vour e-mail account warking.,

User Information Test Account Settings

Your Marne: |:|,:,|-,,-I Dioe | After filling out the infarmation on this screen, we
recommend vwou kest your account by clicking the

E-mail Address: |j|:|hnl|j|:|e@|_|mitlmainele|j|_| | button below, (Reguires network connection)

Server Information

[ Tesk Accounk Settings ...

Account Type: |p0p3 Z

Incorming mail server: |pap.umit.maine.edu |

Dutgoing rmail server (SMTR): |mail.maine.edu

Logon Information

zer Mame: ||:||:|ej5 |
Password: |********l |
Remember passward

[ ] Require logon using Secure Password Authentication (SPa) Mare Settings ...
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Click the More Settings button.

With the General tab selected, enter a name for your mail account, such as FirstClass
Email, if you wish. Otherwise, the mail account name defaults to the incoming server
name.
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Internet E-mail Settings

General |Outgu:uinu;| Server | Connection | Advanced

Mail Bccount

Type the name by which vou want to refer to this account, For
example: “waork ar "Microsaft Mail Server”

john, doe@umit. maine. edu |

Other User Informakion

Qrganization: | |

Reply E-mail: | |
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10. Click the Outgoing Server tab and enter the following information:
o My outgoing server (SMTP) requires authentication: checked
o Logon using: selected
o Input your Mainestreet username and password. Mainestreet credentials are
used to authenticate to the outgoing email serve.



Internet E-mail Settings

General | Dubgoing Server | Conneckion | Advanced

My outgoing server (SMTR) requires authentication

O Ilse same settings as my incoming mail server

{*) Log on using

) Log on to jncoming mail server before sending mail

IJser plame:  |john.doe
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Remember password
[ ]Reguire Secure Passward Authentication (SPA)
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11. Click the Advanced tab and enter the following information:
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o
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o

Incoming server (POP3): 110

This server requires a secure connection (SSL): unchecked

Outgoing server (SMTP): 25

(if 25 doesn't work, use 465)

Use the following type of encrypted connection): Auto

In the Delivery area, check the box for Leave a copy of messages on the server.
If this is your primary computer, include a number of days in the Remove from
server after _ days field. The mail stays on the server for a given number of
days, during which time you can access previously-read messages on your
secondary computer. If mail is left on the server indefinitely, you will eventually
exceed your email quota.



Internet E-mail Settings

ceneral | Oukgoing Server Cu:unneu:tiu:un| Advanced |
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Server Port Numbers

Incoming server (POP3): | 110 | [ Iz Defaults ]

[ ]This server requires an encrypted connection (S5L)

Qukgoing server (SMTP )

IJse the following type of encrypted connection;
Server Timeauks
Shaork Lomg 1 minuke
Delivery

[ |Leave a copy of messages on the server
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12. Click OK to close the Internet E-mail Settings dialog box.

13. In the Add New E-mail Account window, click Next.
14. Click Finish to complete the setup of you email account.

15. Click Close to close the Account Settings dialog box.




