Tutorial for Configuration of MS Outlook for HUlI E-Mail

STEP 1:

The following tutorial is for Enable POP in your 11Ul Email Account

To check your email on browser, please follow the steps below.

1. Log in to your 11Ul email account.
2. Click Settings at the top of any 11U email page.
3. Click Forwarding and POP/IMAP.
Settings
General Accounts Labels Filters | Forwarding and POP/IMAP | Chat Wehb Clips
Forwarding: ® Disable forwarding
O Foreard a copy of incorming mail to e _
lemail address and | keep International [slamic University Islamabad's cop

Tip: You can also forward only some of your mail by creating a filterl

POP 1. Status: POP is disahled
Download: () Enable POP far all mail
Learn more

|@ Enable POP only for mail that arrives from now on

2. When messages are accessed with POP
| keep International Islamic University Islamabad's copy in the Inbox

3. Configure your email client (e.g. Outlook, Eudora, Metscape Mail)
Configuration instructions

IMAP 1. Status: IMAP is disabled
Access: () Enahle IMAP
[access .
International O Disable IMAP
Izlamie 2. Configure your email client {e.g. Outlook, Thunderbird, iPhone)
eI Configuration instructions
Islamabad fram
other clients
uzing IhAF)
Learn more
[ Cancel ] [ save Changes
4. Enable POP for mail that arrives from now on.

5. Click Save Changes.



STEP 2:

Tutorial for MS Outlook Configuration for 1IlU E-mail Account

This tutorial shows you how to set up Microsoft Outlook to work with your 11U e-mail account. This
tutorial focuses on setting up Microsoft Outlook 2003.

To Set Up Your E-mail Account in Microsoft Outlook; please follow the steps below.

1. Open Microsoft Outlook from “Start > Programs > Microsoft Office > MS Outlook"
2. In Microsoft Outlook, select Tools > E-mail Accounts.

Inbox - Microsoft Outlook ._ E| ['5__(|
! Fle Edit Wiew Go | Tools | Actions Help Type a question for help =
P adNew v | X | 4a Reg Find * dfReceive - E
%f, | @Back @ |Ch [t} Address Book... Cirl45hift+8 1= ? ‘\i!
[
Favorite Folders &) Empty Deleted Items" Folder Subject Received v
[ 7 Inbox | E-mail Accounts... | no items to show in this wiew,
| Lresd Maid Customize...
| For Fodow Lip ]
[ Sent Items Options...
All Mail Folders | =
=2 @ Personal Folders A
(5] Deleted Items
L7 Drafts
[5) Inbox W
L@ Junk E-mail
[ Outbox v

L Mail

0 Ttems SendReceive Status 50% [ ~




3.  On the E-mail Accounts wizard window, select "Add a new e-mail 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

{(%1iadd a new e-mail account:

("1 view or change existing e-mail accounts
Directory

("1 Add a new directory or address book
{1 View or change existing directories or address books




4. For your server type, select "POP3" and click Next.

E-mail Accounts

Server Type
‘fou can choose the type of server your new e-mail account will work with.

{7} Microsoft Exchange Server

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

Connect to a POP 3 e-mail server to download your e-mail.
O IMAap

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

I HTTP

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.

< Back Mext = ] [ Cancel




5. On the Internet E-mail Settings (POP3) window, enter your information as follows and click

next.

Your Name:

E-mail Address:

User Name:
Password

Enter your first and last name

Enter your e-mail address

Enter your e-mail address as user name

Enter the password you set up for your e-mail account.

Incoming mail server (POP3) Your incoming server is pop.gmail.com
Outgoing mail server (SMTP) Your Outgoing mail server is smtp.gmail.com

Internet E-mail Settings (POP3)
Each of thess sethings are required to get your &-mal account warking.

User Information

Your Mame: | Incoming mail server (POP3): | pop.gmail.com |
E-mail Address: | Outgaing mail server (SMTP):  |smtp. gmail.com
Logon Information Test Settings
User Name: | After filling out the information on this screen, we

—  recommend you best wour account by clicking the
Password: button below. (Requires network connection])

[¥] Remember passward
| Test Accourt Settings ... |

[ Log on using Secure Password

ey s

Server Information

| <Back || mext> | [ cancel




6.

Click on More Settings

E-mail Accounts El

Internet E-mail Settings (POP3)
Each of thess settings are required o get your &-mail account working.

User Information Server Information
Your Mame: [ | Incoming mal server (POP3): ' pop.gmail com |
E-mail Address: | Outgoing mail server (SMTP): [srntp, gmail.com ]
Logon Information Test Settings
Liser Masme: [ | After filling out the information on this screen, we

= — recommend you test your account by diicking the
Password: button below, (Requires netwark connection)

[“]Remember passward
| Test account Settings ... |
[ ]Log on using Secure Password
Authentication (SPA) More Settings
CLICK ON MORE SETTING

| <Back || net> | [ cancel |




7. Click the Outgoing Server tab.
8. Check the box next to My outgoing server (SMTP) requires authentication and select
Use same settings as my incoming mail server

Internet E-mail Settings E|

[ G.enerai Cutgoing Server : Connection | Advanced |

[#] My oukgoing server {SMTP) requires authentication

@I_lse same sekkings as my incoming mai server

() Log on using

Femember password

Log on using Secure Password Authentication (SPA

() Log on to incoming mail server before sending mai




9. Click the Advanced tab, and check the box next to This server requires an encrypted
connection (SSL) under Incoming Server (POP3). And enter 995

10. Check the box next to This server requires an encrypted connection (SSL) under
Outgoing Server (SMTP), and enter 465 in the Outgoing server (SMTP) box.

Internet E-mail Settings

| General || Jutgoing Server |: Connection | Advanced

Server Port Mumbers -

IJse Defaulks

| This server requires an encrypted connection {SSL]I|
Qukgoing server (SMTF): 485

Incoming server (POP3:

| This server requires an encrypked connection {SSL]I|

Server Timeouks =

Short = Long 1 minute

Delivery

[Leave a copy of messages on the server

Rernove from server after | 10 I daws

Lemove From server when

Ok ] [ Cancel




11. Click OK
12. Click Next, and then click Finish

E-mail Accounts

" Congratulations!

You have successfully entered all the information required to
setup your account.

To dose the wizard, dick Finish.

13. Your 11U email account has been created successfully.
14. Now to read your email message please click on "Send/Receive" button as shown in the figure below.



Step 3:
For Backup of E-Mail Account Data

1. Select Tools from the Menu and then Options
2. Then select Mail Setup Tab.
3. Then select Data Files Tab.

Options

Preferences | Mail Setup | Mail Format | Spelling | Security | Other

E-mnail Accounts

< 3 Setupe-mai accounts and directaties.,

A

[ E-mail Accounts, ., ]

Send/Receive

Set send and receive settings for e-mail messages and documents,

Send imrmediately when connected [ Send/Receive... ]

Drata Files

&h hange settings Far the files Quklook uses to skare e-mail messages
=

and documents,
q I Diata Files. .. J

Dial-up
@ Contral how Outlook connects ba wour dial-up accounts,
: (&) Warn before switching an existing dial-up connection
) Always use an existing dial-up conneckion
[] Automatically dial during a background SendfReceive
Hang up when finished with a manual SendfReceive

84 ] [ Cancel




4. Select Personal Folders and Click “Add” Button

| Prefersnces | Mail Setup | Mail Format | Spelling || Security || Other |

E-mail Accounts -

3 Setup e-mail accounts and directaries.

&

[ E-mail Accounts., .. ]

Send/Receive

Qutlook Data Files

Data Files —

Seleck a data File in the lisk, then click Settings For more details or click Tell Mz Mare
Open Folder to display the Folder that contains the data file, To move ar

copy these files, wou musk First shut dovn Qutlook,

Marne Filename Cormmenkt Settings...
Archive Folders C:\Documents and Settin, ..
|Persu:una| Folders C:\Documents and Settin,..  Mail delivery .. | Open Folder..,

Remove

Close

o IR ¢

4. Select “Office Outlook Personal Folders File” and Press OK

MNew Outlook Data File

Types of storage:

ersonal Folders File [, psk)
2 Personal Folders File {.psE)

Descripkion

Provides more storage capacity for items and folders,
Supports mulkilingual Unicode data, Mok compatible with
Owuklaok 97, 98, 2000, and 2002,

L Ok ] [ Cancel




5. Provide the Destination Path for file.

Create or Open Outlook Data File

Savein:

|ﬂp Data (D)

i v Tools =

@

Desktop

O

My Docurments

@

My Compuker

&

Iy Mebwork,
Places

File name: |Persu:|nal Folders(1).pst

]

Lo |

Save as bype: |F‘ersona| Folders Files {*,pst)

3

Cancel
I

6. To finish press “OK” Button




