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Configuration of Twake Mail on Outlook

Open Control Panel:

Best match

Control Panel
App

Apps Control Panel

App
it HP Audio Control

Go to the Windows Control Panel.

In the search bar, type Mail and select Mail (32-bit).

Control Panel

& > v 2 B> ConuolPanel

Adjust your computer's settings View by: Category ~

System and Security

Review your computer's status

Save backup copies of your files with File History
Back up and Restore (Windows 7)

User Accounts
‘y Change account type

Appearance and Personalisation
Network and Internet

u
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View network status and tasks ", Clock and Region
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Hardware and Sound Change date, time or number formats

View devices and printers
Add a device
Adjust commonly used mobility settings

Ease of Access
Let Windows suggest settings
Optimise visual display
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Programs
Uninstall a program
Get programs
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ﬁ"j’ Mail (32-bit)

OSearch Windows Help and Support for "mail”




Set Up a New Email Account
In the Mail Setup window, click on Email Accounts.

@ Mail Setup - Government Email Service Unit X

E-mail Accounts

§ ? Setup e-mail accounts and directories. [ Pl ]
Data Files
& Change settings for the files Outlook uses to Data Files
store e-mail messages and documents. _—

Profiles

Setup multiple profiles of e-mail accounts and )
data files. Typically, you only need one. ool

Click on New to add a new email account.

@ Account Settings X

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

@New... R repair.. I change.. @ Setas Default 3 Remove #* &

MName Type




Select Manual Setup:

Choose Manual setup or additional server types and click Next.

© Manual setup or additional server types

Select POP or IMAP and click Next.

{D Add Account X

Choose Service —\"B

O Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

() Outiook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

© POP or IMAP
Connect to a POP or IMAP email account




POP3 Configuration
Enter Account Information: POP3

Your Name: Enter the name you want recipients to see. (E.g. CISD_GES Unit)

Email Address: Enter your full email address.

User Information
Your Name: CISD_GES Unit
Email Address: cisd_gesu@govmu.org

Enter Account Information: POP3

Configure Server Settings:
Account Type: Select POP3.
Incoming Mail Server: Enter pop3.govmu.org.

Outgoing Mail Server (SMTP): Enter mail.govmu.org.

Server Information
Account Type: POP3 R
Incoming mail server: pop3.govmu.org

Outgoing mail server (SMTP): | mail.govmu.org

Logon Information:

User Name: Enter your email address.

Password: Enter your password.

Logon Information
User Name: cisd_gesu@govmu.org
Password: AEEERREES

@ Remember password

[] Require logon using Secure Password Authentication
(SPA)




Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: ‘cisd_gesu

Email Address: ‘cisd_gesu@govmu.org

Server Information

Account Type: ‘popg

Incoming mail server: ‘pop3,go\rmu,0rg

Outgoing mail server (SMTP): ‘maﬂ.gg\rmu,org

Logon Information

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

B ~utomatically test account settings when Next is
clicked

Deliver new messages to:

© New Outlook Data File

User Name: () Existing Outlook Data File

‘cisd_gesu@govmu.org |

Password: ‘ | | Browse

B Remember password

[_JRequire logon using Secure Password Authentication (SPA)
More Settings ..

< Back Mext = Cancel

You can also import your .pst file by selecting "Deliver new message to:", browsing for the file, and
selecting your .pst file.

More Settings:
Click More Settings.
Go to the Outgoing Server tab, check My outgoing server (SMTP) requires authentication, and ensure

Use same settings as my incoming mail server is selected.

@ Internet E-mail Settings X

General Outgoing Server Advanced

@ My outgoing server (SMTP) requires authentication
© Use same settings as my incoming mail server
(O Log on using

Iser Name: |

Password; |

Remember password

Require Secure Password Authentication (SPA)




Under the Advanced tab:

Incoming Server (POP3): Set to 995 and select SSL as the encryption.

Outgoing Server (SMTP): Set to 465 and select SSL as the encryption.
Internet E-mail Settings X

General Outgoing Server Advanced

Server Port Numbers

Incoming server (POP3): 945 Use Defaults

B This server requires an encrypted connection (S5L)
Qutgoing server (SMTP): 465

Use the following type of encrypted connection: |S5L ~

Server Timeouts

Short ¥ Long 10 seconds

Delivery

ﬂ Leave a copy of messages on the server
[:] Remove from server after 14 5| days

[ Jremove from server when deleted from 'Deleted Items'

Test Account Settings...

You will be prompted to enter your username and password to connect to the server. (pop3.govmu.org
and mail.govmu.org)

Provide your complete email address and password.

Internet E-mail - cisd_gesu@govmu.org X

LP Enter your user name and password for the following server. :
Enter your complete email

Server pop3.govmu.org address and password

User Name: |C|'sd_gesu@govmu.org |

Password: |w-m-m~| . |

[ ] save this passwaord in your password list

oK Cancel




Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Close

Tasks  Errors

Tasks Status
e Log onto incoming mail server (POP3) Completed
+ Send test e-mail message Completed

If the test is successful, click Finish to complete the setup.

@ Add Account X

You're all set!

We have all the information we need to set up your account.

VAdd another account...

< Back Finish




