Configure IGRC email account

Your IGRC email account can be configured to work with Microsoft Outlook, Outlook Express or
Windows Mail (for Vista users). Even if you already have another email account using these
applications, the IGRC email can also be received this way, enabling one to have “one-stop shopping”
when it comes to receiving your email. Use the following directions to configure your account.

Microsoft Outlook

1. From the E-mail Accounts menu, select Tools.
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2. On the E-mail Accounts wizard window, select Add a new e-mail account, and then click Next.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(iadd a new e-mail accountt
(O View or change existing e-mail accounts

Directory

() Add 3 new directory or address book
(7 View or change existing directories or address books




3. Foryour server type, select POP3, and then click Next.
E-mail Accounts PX\

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

() Microsoft Exchange Server

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

©iporz
Connect to a POP3 e-mail server to download your e-mail.
O map

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

Onrre
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.,

[ < Badk ” Next > ][ Cancel ]

4. On the Internet E-mail Settings (POP3/IMAP) window, enter your information as follows:

Your Name
Your first and last name. Esmail Accaunts &

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mail account working.

E-mail Address

. User Information Server Information
yourname@igrc.org
E-mai Adtress: Qutgong mai server (SHTP):
User Name Logon Information Test Settings
YOU r emall addl"ess, agaln . User Name: After filing out the information on this screen, we
R i R SR Tl o o
Password: button below. (Requires netwerk connection)
[“]Remember password
Password

[[]Log on using Secure Passward

Your email account password. PR

Check Remember password
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Incoming mail server (POP3)
maill.igrc.org

Outgoing mail server (SMTP)

Please refer to the sheet of Outgoing Mail Server addresses. You will need to locate your
Internet Service provider or look in the Account settings for the information used by your
primary account for outgoing mail server.

Click More Settings.

5. On the Internet E-mail Settings window, go to the Outgoing Server tab.



6. Select My outgoing server (SMTP) requires authentication.

General | Outgoing Server |Connecti0n Advanced

[#]#y oukgoing server (SMTE) requires authenkication:

@ Use same settings as my incoming mail server
O Log on using

Remember password

Log on using Secure Password Authentication (SPA)

(Z)Log an ko jncoming mail server before sending mail

Ok l [ Cancel

Internet E-mail Settings [zl

7. Go to the Advanced tab, and then change the Outgoing

General || Outgoing Server Connectionl Advanced ‘
PR server (SMTP) port to 80 or 3535.
Incoming server (POP3):

[ This server requires an encrypted connection {S5L) 8 . Cl |C k OK.

Qutgoing server (SMTP):

[[] This server requires an engrypted connection {S5L)

Server Timeouts

E-mail Accounts X
Shot = long 1 minute

Internet E-mail Settings (POP3)
Each of these settings are required to get your e-mai account working.

Delivery
User Information Server Information
[Leave a copy of messages on the server
E-mail Address: Qutgoing mai server (SWTP):
" Logon Information Test Settings
User Name: After filing on this screen, we

recommend you test your aceaunt by ccking the

Password: button below. (Requires network comnection)
Test Account Settings ..

I password

[Log onusing Secure Password
Authentication (SPA)

Conce

9. Click Next.




E-mail Accounts El

Congratulations!

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

To dlose the wizard, dick Finish.

10. Click Finish.

Outlook Express

Note: When you open Outlook Express for the first time, you might be asked if you want to set it as a
default email client on your system. Make sure you answer in the affirmative.

1.  Start Outlook Express. Click on Tools in the menu bar and then go to Accounts
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2. This brings up the Internet Accounts pop-up window. Click on the Mail tab, to bring it to the

front if it is not already so. If you are starting Outlook Express for the first time, there would not



be any email accounts listed on this window.

Internet Accounis

Al Mal  News Diectoy Seivice
Acpount Type Connection Remove
Fropeies

Set 5% Defent

Irnpeel,

Close

i3
o
&
-

3. To add a new mail account, click on the Add button and then on Mail as shown in the image

below.
| Mal  Mews | Drecion Semes ) ."‘.. i
Accond Type Cormachon Flamaorme Disect ey Seevice

St gt Delad
Irriges
Enpoet

4.  This brings up the Internet Connection Wizard pop-up window. Enter your name in the Display

Name field and click on the Next button.

Internet Conmection Wizard

Your Name

Wwhen you send e-mal. your name vl sppeat in the From figfd of the aulgong message
Type yous name a3 wou would Ble it to appeai,

Diezplay name: Manish S haima

For example: Jonn Smath
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The wizard now asks for your email address. Enter the full email address (ex. sjones@igrc.org)

and click on the Next button.

Internet Connection Wizard .

Intermet E-mail Addrezs

You enal addess is the addiess other people use to send e-mal massages by

E-mail addres:: manishi@bintechdesk. coml

For axample: somaons@miciosoft com
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6. Inthe next window, you need to feed
in three important bits of information -
the incoming and outgoing email
servers and the type of the incoming
email server.

The incoming email server is POP3. The

incoming email servers is maill.igrc.org

looking at the outgoing mail server list included

The outgoing email server may be found by

in this mailing or by contacting your internet

server provider. If you already have your primary account using Outlook Express, locate at its

properties and write down the address for the outgoing mail server if it is not listed on the

enclosed sheet.

Internet Connection Wizard .

E-mad Server Names

My mcoming mal sereeriza ORI w o SEvel

Incoming mail [POFZ, IMAP or HTTF| server.
baolechdesk, com

An SMTP gerver s the server that is used for pour outgoing e-meil

Outgoing mail [SMTF) server
bolechdzsk, com

[ < Back ]| Meut » '{l Cancal ]
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Internet Connection Wizard .

Intemet Mal Logon

Tupe the accoun! name s passwond pour Intemet senvice provider has gven you

Account name manizh

Paszword LT T TR T

[¥] Remember passwond

1F your Interret service providar requires pou to uze Secure Passwond Authenbication
[SPA) to sccess your mal sccount, select the Log On Using Secure Password
Auithenhcalion [SPA) check box

[#] Log on wsing Secure Passwond Authenbcation (SPA|
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7. The last information that you need to
enter to complete the setup of the new
account is the username and password for
that email account. Use the full email
address for account name (ex.

sjones@igrc.org) and enter the password

in the password box. Uncheck the Log On
using Secure Password Authentication

(SPA) as it is not used with IGRC accounts.

After completing the fields for Account Name and

Password, click on the Next button.
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8. Inthe following window, click on the Finish button to complete the process of setting up a new

Internet Connection Wizard .

Congratulations

T"ou have successfuly enteed al of the infoimation requined to st up wour account

To save thess settings, chek Finish
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email account in Outlook Express.

You will now see the new email account has been
added to the Accounts list. The account is
referred by its server name.

To compose a new email click on the Create
Mail button or click on Messages - New Message.
This opens a blank email for you. Enter the
senders email address, subject and the matter.

When you have composed your email, click on

the File - Send Message. The email will be sent and a copy stored in the Sent Items folder.

Windows Mail

Your Name

o el d kg it te appaar

Display name: ahn Dee]

For esampbe: John Smith

When you send e-mail, your neme will appesr in the From Field of the cutgoing message.
Typa your name 35

| Met

=) 1. The setup wizard will launch on
its own the first time you open
Windows Mail. On the first
screen, enter your name as you
wish it to appear on your
outgoing email messages. Click
Next to continue.

Cancel

2. Enter your email address in the space provided, and then click Next to continue.
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Mext Cancel

Click Next to continue.

3. Select POP3 for the
incoming email server

type.

Incoming mail server is:
maill.igrc.org

Outgoing email server (SMTP):
Refer to the enclosed sheet of
outgoing email servers for your
primary email account (your
Internet Service Provider). If not
listed, contact your ISP for this
information and enter this
information in the box provided.

Enter your complete email address (ex. sjones@igrc.org) in the email user name box.
Enter your password in the password box and check the Remember Password option if you
don’t want to enter your password each time you check your email. Click Next.
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Congratulations

“fou have successfully entered all of the infermation required to set up yeur account.
To save these settings and download your e-mail, click Finish,

De not download my e-mail at this time

5. Click Finish.



