Setting up POP3 email in Microsoft Outlook
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Go to Tools > E-mail Accounts and select “Add a new e-mail account”.
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Select POP3.
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Now enter your details as shown below.

E-mail Accounts

Internet E-mail Settings {POP3)

User Information

Your Marme: |J|:|hn Smith

E-mail Address: |juhn.smith@cbits.net

Logon Information

User Marne: |j|:uhn.smith@|:l:uits.net

Passward: |********

Remember password

Cbits.Net users should not
use Secure Password
Authentication (SPA)

Each of these settings are required ko gek vour e-mail account working.

Server Information

Incoming mail server (POP3): |mail.cbits.net |

Cutgoing mail server (SMTE); |mail.cbits.net |

Test Settings

After filling aut the infarmation an this screen, we
recommend vwou kest your account by clicking the
butkon belov. (Requires network connection)

[ Test Account Settings

Mare Settings ...

< Back. ” Mexk = ] [ Cancel

X]

Maote Settings ...

7. Enter your details for the outgoing server.

8.

Internet E-mail Settings

iZeneral | Outgoing Server |C|:|nnecti|:|n aivanced

%)

My oukgaoing server (SMTP) requires authentication

{:} Iz same settings as my incoming mail server

() Log on using
User Mame: john. srith@chits. net
Easswurd; ********l
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Remember password
[ ]Log on using Secure Passward Authentication (SPA)

) Log on ko incoming mail server before sending mail

9. Click “Test Account Settings...” to make sure the details are correct.




Some more information
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Naming your account

On the “General” tab, you can put in the name you wish to know the account as (for example, “John’s Account”) and
extra information like your organisation. These settings don’t affect how you receive or send email; they are simply
to do with what you and any recipient see as information about your identity. As Microsoft normally calls your
account something pretty unhelpful, like “mail.cbits.net”, renaming it might be helpful to you.

Internet E-mail Settings §|

General | Qukgoing Server | Connection | Advanced

Mail Accounk

Twpe the name by which vou would like to refer ko this
account. For example: "Work" or "Microsaft Mail Serwver”

John's Accounk

Cther User InfFormation
Qrganization: CamputerBits Group

Reply E-mail: johin.smithi@chits,net|

Managing messages on server

By default, Outlook will download messages onto your computer, deleting them from the server in the process, so
that they are not taking up space in your mailbox. However, by changing the settings in the “Advanced” tab, you can
adjust this behaviour.

Internet E-mail Settings §|

aGeneral | Dukgoing Server || Conneckion Advanced

Delivery
Leave a copy af messages on the server

Remove from server after | 7 5 | days

[] remave From server when deleted From 'Deleted Thems'

Leaving a copy of the messages on the server means that when Outlook downloads messages onto your computer,
it won’t remove them from the server — so you can access the messages with webmail or download them onto
another computer should you wish to. The other settings are pretty much self-explanatory — you can tell Outlook to
delete messages from the server after a given period of time, or when you empty your “Deleted Items” folder.

We recommend that you don’t leave messages on the server for much longer than 7 days — otherwise your mailbox
is at risk of filling up (although of course this depends on how much email you tend to receive).



