Outlook Express POP Instructions
For Faculty and Staff
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2) Go to tools>accounts.
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3) You should now see this screen. Click on add>mail....
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4) Enter your name on this screen. Click Next.

Internet Connection Wizard E'
Your Hame
YWhen you zend e-mail, your name will appear in the From figld of the outgoing meszage.
Type vour name as you would like it to appear.
1
i
_ |
Dizplay name: Your Mame Herd
Far example: John Smith

k
Mext = ] [ Cancel ] I
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5) On the next screen enter your email address. Click Next.

Internet Connection Wizard

Internet E-mail Address

E-mail address:

Your e-mail address iz the address other people uze to zend e-mail meszages bo pou.

uzend@bloomu. edy

Far example: zomeonei@microsalt cam

< Back ][ Mext » ][ Cancel
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6) On this screen make sure that ‘POP3’ is selected as the type of server and
‘webmail.bloomu.edu’ is entered as the incoming server. The Outgoing mail
server(SMTP) needs to be “webmail.bloomu.edu”. Click Next.

Internet Connection Wizand D_q

E-mail Server Hames

by incoming mail serveriz a | POP3 W | ZEIVEL

Inizoming mail [POP3, IMAP or HT TP server:

webmail. bloomu, edu

An SMTP zerver ig the zerver that iz used for your outgoing e-mail.

Outgoing mail [SM TP zerver:

webmail. bloomu, edu

¢ Back ” Mext > ][ Cancel
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7) Enter your userid in the *Account name’ field. For security reasons it is not
recommended to enable the ‘remember password’ option when using a shared computer.
Click next and Finish on the next screen.

Internet Connection Wizard P§|

Internet Mail Logon

Type the account name and password your Internet zervice provider has given you.

Account name; | Lizerd |

FPazzward: | |

[ ] Femember pazzword

[f pour Internet service provider reguires pou to use Secure Password Authentication
[SPA] to access vour mail account, select the 'Log On Using Secure Password
Authentication [SPA) check bos.

[]Log on using Secure Password Authentication [SPA)

< Back ” et » l[ Cancel
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8) You should now be back at a screen that looks similar to the one below. Select the
account labeled ‘webmail.bloomu.edu’ and click properties.

Internet Accounts

All |Mﬂi| |News Directary Service

Account Type Connection Femove

e webmail Bloomo.... ENEIRGEEET] Ay Avvailable

1=
[l
[
-

Properties
Set as Default
Impaort...

Export...

Set Order. ..

Cloze
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9) Go to the “severs’ tab and verify that ‘my server requires authentication’ setting is
checked and click on settings. Make sure that “use same settings as incoming mail
server. is selected and click ok.

e L e e e

*® webmail. bloomu.edu Properties

Gereral | Servers |En:nnnec:tin:nn Securty | Advanced

Server Information
by incoming mail zerveriza |POP3 FEIVEL

[rizoming mail [POFP3): |webmail.|:u|u:u:umu.eu:lu |

Cutgoing mail [SMMTP): |webmail.blnumu.edu |

|nzoming kail Server

Account name; | UzerlD |

Pazzword: | |

[ ] Remember paszword

[ ]Log on using 5 ecure Pazsword duthentication

Outgoing k ail Server

My zerver requires authentication Settings...

Ok ][ Cancel ]

ll" <

Cutzoing Mail Server

Logon Information

(%) Use zame settings as my incoming mail sereer
) Log on using
Account nanme:

Fazzwand:

] ] [ Cancel
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10) Then go to the advanced tab and check ‘this sever requires a secure connection
(SSL)’ under the incoming and outgoing mail label. Change the *Outgoing mail SMTP’
port to 587, and verify that the ‘Incoming mail (POP3) port is set to 995.

The “Delivery” options are optional. If you do not check “Leave a copy of messages on
server”, they will not be available when you log into Outlook Web Access. It is
recommended that you check it. (Note that this will not affect Mimosa, messages will be
copied there regardless). Then click ok and then close.

¥ webmail. bloomu.edu Properties

General | Servers || Connection | Security | Advanced

Server Port Murmberz

Oubgoing mail [SMTP):

Thiz semer requires a secure connection [S5L1]

Incoring mail (POP3)

Thiz semer requires a secure connection [55L0]

Server Timeauts

Short U Long 1 minute
Sending
SEE SPECIAL NOTE! [] Break apart messages larger than I:I KB
\Qelivery

‘ eave a copy of meszages on server

[ ] Remave from server after I:I day(z]

[ ] Remaove from server when deleted from 'Deleted tems'

[ OF. ][ Cancel ]

SPECIAL NOTE:
If you use the POP setting to get your email the default setting is to REMOVE the email
messages from the server when they are downloaded into your email client.

If you wish to use your email client in ADDITION to another means (the web, or
Outlook on campus) to read your message you MUST place a check in the box next to
"leave a copy of the message on the server" when you setup your mail client

If you are ONLY using your email client to get your messages this is not necessary.
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11) Click on the Send/Recv button to check your mail.

Send/Recy
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