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P or IMAP for incoming Mail
IMAP

f * IMAP accounts store mail on the CME email
P server and your mail program simply reads
the mail on the server. This configuration is
ideal if you are monitoring the email account
with multiple devices. If you delete your mail
from the phone, it is deleted on the server.

The drawback to IMAP is that storage space
for email is limited by the space available to
your account on the email server.

CK YOUR EMAIL, you are usually better off using
he same email messages.




of Outlook is different

hc/en-us/articles/115005586529-Setting-

ructions in this document.
set up Microsoft email, but harder to set up
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Control Panel

e Click Mail (Microsoft Outlook)

e You'll see the
Mail Setup window.

 Click Email Accounts

Adjust your computer's settings Viewby: Largeicons ¥

up and Restore
(Windows 7)

Ti--l Administrative Tools | AutoPlay

BitLocker Drive Encryption @} Color Management Credential Manager Date and Time

Device Manager Devices and Printers Ease of A Center
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File Explorer Options File History Fonts Indexing Options
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4._'-_‘ Mail Setup - jJane@chroma-marketing.com
Email Accounts

Setup email accounts and directories, Email Accounts...
Data Files

& Change settings for the files Outlook uses to

Data Files...
Jﬂ store email messages and documents, =

Profiles

Setup multiple profiles of email accounts and Show Frofiles
data files. Typically, you only need one. =




Emall Accounts

e |f you need to remove the account (to

recreate it), click Remove.
 Confirm the removal.

* If you want to add an account
click New

1,3 Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files R55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

MNew.. ‘F¢ Repair... Change... Q 5et as Default }{ Femove

MName Type
Q jane@chroma-marketing.com Microsoft Exchange (send from this account by def...
jane.noel@dreamforgemagazine.com IMAR/SMTP
janencel2@comcast.net IMAR/SMTP
wordpress@omewebsites.com IMAR/SMTP
jane@cmewebsites.com = IMAR/SMTP

Microsoft Cutlook

Careful, if you remove this account, its offline cached content will be deleted. Learn how to
make a backup of the offline .ost file,

Do you want to continue?



Email Accounts — Adding New Account

* IMPORANT: Click Manual Setup
or Additional Server Types

e Click Next




Email Accounts — Adding New Account

1,? Add Account

* Choose POP or IMAP Choose Your Account Type
 Click Next

() Microsoft 365

Automatic setup for Microsoft 365 accounts

Email &dd

Advanced setup for POP or IMAP email accounts

() Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
() Other
Connecdt to a server type that is listed below
Fax Mail Transport




Email Accounts — Adding New Account

1,.? Add Account

* Enter your name (as you would like it to appear IR — t
. . . m . er e mall server setangs nor your acCount.
when sending messages. This is the "Display

Name" - so make it look nice. User Information
. Your Mame: ane Naoe
e Enter your email address s e —

« Choose IMAP (or POP) serverfnformation

Account Type:
Incoming mail server:

* INCOMING: imap.gds.us or pop.gds.us

Qutgoing mail server (SMTPE | smtp,gds.us

« SMTP: smtp.gds.us Logon Information

User Name: jane@cmewebsites. com

e USER: Your email address Bassword:

Eemember password

4 PASS\X/ORD: Your password ] Require logon using Secure Password Authentication
[SP&)
* Click More Settings

Test Account Settings

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

Test Account Settings ...

Automatically test account settings when Next
is clicked

Mail to keep offline: Al

Maore Settings ...




tmail Accounts - Adding New Account

P Intemet Email Settings | B Internet Email Settings

On the Outgoing Server tab, click Use

General Outgoing Server  Advanced General Outgoing Server Advanced

Same settings as my incoming mail
server,

On the Advanced tab change the User
the following type of encrypted
connection to SSL/TLS for both IMAP
(or POP) and SMTP.

When you change those, the incoming
number is correct (993 or 995).

YOU MUST change the Outgoing
server from 25 to 465

) Use same settings as my incoming mail server
Y -
(_JLog an using

Remember password
Reguire Secure Password Authentication [SPA)

Server Port Mumbers

Incoming server (IMAF): Use Defaults

Use the following type of encrypted connection: | SSL/TLS ~

Qutgoing server [SMTF):
Use the following type of gncrypted o jon: ||SSLTLS ~
0 server Timeouts

Short L] Long 1 minute

; Folders

Root folder path:

Sent ltems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not maove them automatically

Iltems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online




Email Accounts — Adding New Account

L;i Add Account

POP and IMAP Account Settings

. CliCk OK to Close the |nternet Email_ Enter the mail server settings for your account.

Settings box. User normation Tet Aecount Stins
Your Name: ‘We recommend that you test your account to ensure that

the entries are correct.

Email Address: jane@cmewebsites.com

Server Information
Test Account Settings ...

O OutLOOk Sends a test message. If it Secountype Automatically test account settings when MNext

Incoming mail server: H
- 9 is clicked

fails, check your settings. Outgoingmall seer M [zt s s

Logon Information

« NOTE: If you have 2 Factor
Authentication, Outlook needs the S

authentication password, not your Dgzi$irelcngcnnusing5ecureF'asswcnrdﬁuthenticaticnn
regluar password.

Test Account Settings

Mail to keep offline:  All

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

» Close the Test Account Settings box, s |amon
close the Email accounts box and start

\/.Lcug onto incoming mail server [IMAF]

Outloo k. \/.Send test email message



rom the server.

this could take some time. It could take

ntinues to bring down older emails.

POP most of your mail has already been




IMAP

USERNAME: Your email
PASSWORD: Contact us if needed
INCOMING SERVER: imap.gds.us
ENCRYPTION: SSL

PORT: 993

IMAP accounts store mail on the CME email server and
your mail program simply reads the mail on the server. This
configuration is ideal if you are monitoring the email
account with multiple devices.

The drawback to IMAP is that storage space for email is
limited by the space available to your account on the email
server,



ngs

« Some mail programs guess port 587

« Some mail programs choose MD5 for
Password Authentication.

* |f the auto settings don't work,
change them to the SMTP settings
provided.
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