Outlook 2010 POP Instructions - For Faculty/Staff

This guide will assist you in setting up Outlook 2010 to work with your faculty/staff
email account using POP. Please be aware that the POP protocol can only see messages
in your main Inbox folder. If you are using this protocol as the primary means to check
your account, it is recommended that you turn off Junk Mail filtering through the

options page when you log into your email account on the web or use Outlook in your
office so you don’t miss any messages.

1) Open Outlook 2010 and click the “File” menu, then “Add Account”.
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2) Select “Manually configure server settings” and click “Next”.
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3) Select “Internet E-mail” and click “Next”.
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4) Enter your full name and your email address. For the account type, select
“POP3”. For the incoming mail server, enter “webmail.bloomu.edu” and for the
outgoing mail server, enter “webmail.bloomu.edu”. Your username is the portion
of your email address before the @ symbol, and then enter your password. We
need to change a few additional settings, so click “More Settings”.
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5) Click the “Outgoing Server” tab, then put a check in the box that says “My
outgoing server requires authentication”.
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6) Click the “Advanced” tab, for the incoming server port, enter “995”. For the
outgoing server port, enter “587”. Put a check in the box that says “This server
requires an encrypted connection”, and also from the dropdown “Use the
following type of encrypted connection”, choose “TLS”. We recommend
unchecking the box “Remove from server after...”. Ensure all the settings match
the screenshot, then click “OK”, and “Next”.
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Please note if you don’t check the “Leave a copy of messages on the server” option, it
will delete the messages from the server when it downloads them into this email client.
This means your messages will not be seen in Outlook in your office, Outlook Web
Access, or on your mobile device. We recommend you leave “Leave a copy of messages
on the server” checked so that it does not delete the messages from the server.
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7) Outlook will test your settings just to make sure they all work. Once it’s finished,

click “Close”.
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8) You're finished. Click “Finish” to end the process.

Add MNew Account

Congratulations!

To dose the wizard, dick Finish.

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