Setting up Microsoft OUTLOOK to use
your school email account from home

You can use your school email account from home in a number of ways.
If you want to use Microsoft OUTLOOK to connect to your school email
account you need to carry out the following steps.

Nofe — this adds the school account to any existing email accounts you
use — it will not overwrite or remove your current settings.

(1) Upon opening Microsoft Outlook, click on the Tools menu and
select the e~-mail accounts option.
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If you can’t see the option click the extend menu symbol (¥).



(2)

A new dialog box will open, click add a new account, then click Next.

(3)

il . |

E-mail Accounts
‘ou can change the e-mail accounts and directories that Outlook uses,

E-mail
* add a new e-mail account:

£~ Wiew or change existing e-mail accounts

Directory
" add a new directory or address book

" Wiew or change existing direckories or address books
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A further dialog box will open select POP3 and click Next.

E-mail Accounts

Server Type
You can choose the type of server vour new e-mail acount will work with,

" Microsoft Exchange Server

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

share documents,
 pOP3;
Conneck ko a POP3 e-mail server to download
wour e-mail,
" IMAP
Conneck ko an IMAP e-mail server ko download e-mail and synchronize
mailbox Folders,

" HTTP

Conneck ko an HTTP e-mail server such as Hotmail ko dovwnload e-mail and

synchronize mailbox: Folders.
" additional Server Types
Caonneck ko another warkgroup or Srd-party mail server,
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(4)

A new dialog box will appear requesting information, enter the
following (example at bottom of the screen):

User Information

Your Name: Enter your name
Email Address:  Enter your Gilberd password

Logon Information:

User Name: class\ your username
i.e. class\rmk

Note. Those on the office server must type in:

gilberd\ your username
i.e. class\rmk

Password: Enter your password
Server Information

Incoming mail server (POP3): 195.144.146.15
Outgoing mail server (SMTP): 195.144.146.15

To check all the settings are correct click the Test Account Settings
button.

E-mail Accounts X
Internet E-mail Settings (POP3) %
Each of these settings are required to get your e-mail account working. >
User Information Server Information
Your Name:  |rmc Incoming mail server (POP3):  [195,144.146.15
E-mail Address:  |rmc@gilberd.com Outgoing mail server (SMTP):  |195,144,146.15
Logon Information Test Settings
Ussr Nare: After filing out the information on this screen, we
Edass‘l,rmc recommend you test your account by clicking the button
Password: |mmwn below. (Requires network connection)
I¥ Remember password Test Account Settings ... |

I” Log on using Secure Password

Authentication (SPA) More Settings |
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(5)

Providing all the information is correct you should see this screen:

Test Account Settings

Zongratulations! All tests completed successfully. Click Close bo continue.

Tasks | Errors I

Tasks | Skakus |
\/Estal:ulish nebwork conneckion Completed
\/Find autgaing mail server (SMTR) Completed
" Find incoming mail server (POP3) Completed
\/Lug ontao incoming mail server (POP3) Completed
v'{Senl:I kest e-mail message Zompleted

Click Close and another screen should appear informing you that the
setup was successful.

E-miail Accounts ﬂil

Congratulations! @

‘fou have successfully entered all the information required to setup wour account,

To close the wizard, click Finish.
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Click Finish to complete the setup.

Mail from your Gilberd account will now automatically be sent and
received when Outlook checks for mail.



