How to Configure your ScallT IMAP E-Mail with Outlook 2007

Step 1

In Outlook 2007, from the menus at the top of the screen, select “Tools,” then “Account Settings.”
On the dialogue box that opens, select the “E-mail” tab, and press the “New...” button

Select the first option, and press the “Next >” button.
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Choose E-mail Service
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organization's Microsoft Exchange server.
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Step 2

1. Inthe next dialogue box, enter your full name, as you want all of the people who receive your e-mail to see who
sent it, into the box labeled “Your Name.”

2. Next, enter the e-mail address you were given into the box labeled “E-mail Address,” and enter the password
you were given into both boxes labeled “Password” and “Retype Password.”

3. Click the checkbox next to “Manually configure server settings or additional server types.”
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Type the password your Internet service provider has given you.
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Step 3

Select “Internet Email” and press “Next.”
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@ Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

() Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
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Step 4
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For “Account Type,” select “IMAP.”

Enter your information as shown below, substituting your name, e-mail address, and password where indicated.

For “Incoming Server,” enter “mail.scalit.net” and for “Outgoing Server”, enter “mail.scalit.net.”

4. Finally, press the “More Settings...” button.

4 Account Settings —— - A e 11:2.
—————— — 1011 10:4.
E-mail Accounts
You can add or remove an account, You can select an account and change its settings.
[l | [2011 5:2.
of | [2011 L:4.
4 E-mail |Dam Files | RS5 Feeds | SharePaint Lists I Internet Calendars I Published Calendars I Address Ennks‘ | F2011 12:.
| — ] .
l Internet E-mail Settings |
f | Each of these settings are required to get your e-mail account working.
i
i
User Information Test Account Settings
i
A Your Name: Abbey Rhodes After filing out the information on this screen, we
recommend you test your account by dicking the
il E-mail Address: arhodes@4griffin.net button below, (Requires network connection)
Server Information
Test Account Settings ...
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User Name:
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Password:
Remember password
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More Settings ...
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1. Inthe next dialogue box, with the “General” tab selected, enter your e-mail address (or some other unique
name for this e-mail account) into the “Mail Account” box.

2. Then, enter your company name into the “Organization” box, and the e-mail address you were given into the
“Reply E-mail” box.

3. Check the box labeled “Purge items when switching folders online.”
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Step 6

1. Next, highlight the “Outgoing Server” tab at the top of the dialogue box.
2. Check to box marked “My outgoing server (SMTP) requires authentication,” and then select “Use same settings
as my incoming server.”
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Step 7

1. Next, highlight the “Connection” tab at the top of the dialogue box.
2. Select “Connect using my local area network (LAN).”
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Step 8

1. Next, highlight the “Advanced” tab at the top of the dialogue box.
Make the “Incoming Server (IMAP)” box read “993” by selecting “SSL” from the “Use the following type of
encrypted connection:” drop down list.

3. Then make the “Outgoing Server” box read “25” and select “TLS” from the “Use the following type of encrypted
connection:” drop down list.

4. Finally, click the “OK” button at the bottom of that dialogue box.
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On the remaining dialogue box, click “Next >,” and then “Finish” on the final dialogue box.



Step 9

1. You should now see your new ScallT email account listed in the “Mail Folder” section on the left-hand side of
Outlook.
2. Click on the + next to the email account name to expand the view to show the individual mail folders for your
new account.
3. Place your mouse over the ScallT email account name, press your mouse’s right-click button, and select “IMAP
Folders” using your mouse’s left-click button.
Mail Folders =
2] All Mail Ttems -

@ 24t Personal Folders
2] @ Archive Folders

a bl A iFE +
L5 Open

Open in New Window

@ ae Rename "arhodes@4griffin.net"...
=F: 4 MNew Folder...

IMAP Folders...

Update Folder List

Add to Favorite Folders

Process Marked Headers

Open Outlook Data Eile...

r. This is the root of an IMAP store. The
Close "arhodes@4griffin.net”

g o

Properties for "arhodes@4qgriffin.net”...

Step 10

1. Onthe “IMAP Folders” pop-up screen, press the “Query” button in order to have Outlook update the list of
available folders.

2. Find the “Sent” folder in the list, select it with your mouse’s left-click button, and press the “Subscribe” button.

3. Now press the “OK” button.

Display folders whose names contain:

Al Subscribed Stop

Folders -
Emailed Cortacts ('\,

Inbyon
Junk
(23 Junk E-mail
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When displaying hierarchy in Outlook, show only subscribed folders.

[ OK ] [ Cancel

You should now see a folder labled “Sent” in your new ScallT email account listed in the “Mail Folder” section on the
left-hand side of Outlook.



Step 11

Now, at the top of the screen, go to the “Tools” menu again, and select “Account Settings...”

Select the new ScallT email account we just created, and then press the “Change...” button.

Press the “More Settings...” button, and select the “Folders” tab at the top of the “Internet Email Settings” box.
Select the second option, “Choose and existing folder or create a new folder...,” click the + button next to your
“Inbox,” and select the “Sent” folder from under your “Inbox.” This will enable you to view your sent items

il

using other IMAP clients, too.
5. Click the “OK” button, then click the “Next >” button, and finally click the “Finish” button. Since your “Account
Settings” screen is still open, you may press the “Close” button on it now.
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The following settings are not required, but are highly suggested, especially if you are using a laptop or sometimes
lose your internet connection.

Step 12

From the menu at the top of the screen, select the “Tools” menu, then select “Options...”

Tools igctions Help

Send/Receive 3

IMAP Folders...

Instant Search 3
Address Book... Ctrl+Shift+B

%y Organize
Rules and Alerts...

Mailbox Cleanup...

&) Empty "Deleted Items" Folder
Macro 3
Account Settings...

Trust Center...

Customize...

Dpticns...

Step 13

Under the section labeled “Send/Receive,” check the “Send immediately while connected” checkbox, and press the
“Send/Receive...” button.

| [Preferences | Mail Setup | Mail Format | Speling | Other

E-mail Accounts
_? Set up e-mail accounts and directories. e a——
=

Send/Receive

—#= Setsend and receive settings for e-mail messages and documents.

Send immediately when connected
Data Files
4, Change settings for the files Outlook uses to store Data Files
&g e-mail messages and documents.

Dial-up

= Control how Outlock connects to your dial-up accounts.
: @ Warn before switching an existing dial-up connection
() Always use an existing dial-up connection
[ Automatically dial during a backaround Send/Receive

Hang up when finished with a manual Send/Receive




Step 14

Set all of the settings in the “Send/Receive Groups” dialogue box as they are shown in the accompanying picture. Then
press the “Edit...” button.

A Send/Receive group contains & collection of Outlook accounts and
folders. You can specify the tasks that will be performed on the group
during a sendfreceive.

Group Name Send/Receive when
All Accounts. Online and Offine New.

Rename

Setting for group "All Accounts™

[#] Include this group in send/receive (F3).

Schedule an automatic sendfreceive every 5

[T Perform an automatic sendjreceive when exiting.
When Qutlock is Offiine

[#] Include this group in send/receive (F3).

[ schedule an automatic sendfreceive every 5

Step 15

1. Inthe “Send/Receive Settings — All Accounts” screen, highlight the account that we just created. Typically, this
will turn the account icon background to a different color (in the screen image provided, the selected account is
orange).

2. Check the “Include the selected account in this group” checkbox.

3. Check the “Send mail items” checkbox.

4. Check the “Get folder unread count for subscribed folders” checkbox.

5. Check the “Receive mail items” checkbox.

6. Select the “Download complete items including attachments for subscribed folders” button.

7. Click the “OK” button.

Accounts Indude the selected account in this group Account Properties. ..

Account Options

Select the options you want for the selected account

Send mail items

Get folder unread count for subscribed folders

[¥] Receive mail items
() Download headers for subscribed folders
@ Download complete items induding attachments for subscribed folders
() Use the custom behavior defined below

Folder Options
arhodes @4griffi...

Select Folders From the selected sccount bo includs in sendreceive

l@ athodes@4griffin.net (@) Download headers only
Download complete item induding
attachments




Congratulations! You have just configured your Outlook 2007 for your new e-mail account.
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