Instructions to Configure
Microsoft Office Outlook

to Access CBYC e-Mail Accounts




1) Access Account Settings from the File=> Info menu

Inbax - ehowarth@hotmail.com - Outlook

©

Account Information

Open & Export

ehowarth@hotmail.com

Save As Exchange ActiveSync

+ Add Account

el Account Settings

L2 Change settings for this account or set up more connections.
Account
Settings -

Mailbox Settings

Options Manage the size of your mailbax by emptying Deleted Items and archiving.

Feedback

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and receive
updates when items are added, changed, or removed.

2) Select Add or Remove Accounts

Inbox - ehowarth@hotmail.com - Outlook [

Account Information

ehowarth@hotmail.com .
Exchange ActiveSync

+ Add Account

|-— Account Settings
2,

Change settings for this account or set up more connections.

(@] Account Settings...
B4} Add and remove sceounts or

change existing connection settings.

Ibax by emptying Deleted Items and archiving,
Took

Suppart a Rules and Alerts

Use Rules and Alerts to help arganize your incoming e-mail messages, and recerve

Exit Manage Rules updates when itemns are added, changed, or removed.
Alerts.




3) On the email tab, select ‘New’ to bring up the Add Account Menu

Address Book
Filter Email ~
E-mail Accounts e
i
You can add or remove an account. You can select an account and change its settings. 1
L | Current Mailbo
E-mail  Data Files RSSFeeds SharePoint Lists Internet C F C Address Books By Date ~  Newest
o Mew... & Repair.. I3 Change.. @ ietnsDefault K Remove # &
Name Type il 1:46 PM
@ et Add Account w0
Auto Account Setup

Outiook can automatically configure many email accounts.

@ E-mail Account
Selecte
Your Name:
Example: Ellen Adams
E-mail Address:
Example: ellen@contoso.com
Password:
= Retype Password:
Type the p your Ints t service provider has given you.
o

() Manual setup or additional server types

4) Select ‘Manual Setup’ and click Next

! Add Account X

i !
Auto Account Setup
Manual setup of an account or connect to other server types.

(O E-mail Account

(®) Manual setup or additional server types i

< Back lEl Cancel




5) Select ‘POP or IMAP’ and click Next

Add Account X

Choose Service

O Qutiook.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

< Back E Cancel

6) In the POP and IMAP Account Settings section, fill in the fields as shown, using the
email address you have been assigned for CBYC, for example ‘race-
cbyc@collinsbaymarina.com’. Make sure to put the full address in both the Email
Address and User Name fields. Select IMAP as the account type, and fill in the
password.

! Add Account X

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

User Information Test Account Settings

Your Name: Webmaster We recommend that you test your account to ensure that
_ the entries are correct.

Email Address: cbyc@collinsbaymarina.com

Server Information

Test Account Settings ...
Account Type: IMAP v
A : Automatically test account settings when Next
Incoming mail server: mail.collinsbaymarina.com cdied = i
Outgoing mail server [SMTP): | mail,collinsbaymarina.com
Logon Information

User Name: cbyc@collinsbaymarina.com
Mail to keep offline: 3 months
Password: TSIt '

[/ Remember password

|:| Require logon using Secure Password Authentication

(SPA) More Settings ...

| < Back IE' Cancel

After filling in the fields, select ‘More Settings’



7) More Settings

In the General tab, you can name the account whatever you like, then go to the
Outgoing Server tab and check the box ‘My outgoing server requires authentication’.
Nothing should need to be changed on the Advanced tab.

Internet E-mail Settings X

General OQutgoing Server Advanced

My outgoing server (SMTF) requires authentication
(®) Use same settings as my incoming mail server
O Log on using

Remember passwor

Require Secure Password Au

8) Select OK to close the More Settings menu, then select Next and the system will
test the setup of the CBYC email.

Test Account Settings

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

Tasks  Errors

' Tasks Status

\/Log onto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed |

If there are no errors, congratulations! Close the test menu, and click Finish



9) You should be back at the Account Settings menu and see your CBYC account
listed. Select Close, and you should see emails start to download from CBYC into
Outlook

Account Settings

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

E-mail  Data Files RSSFeeds SharePointLists Internet Calendars Published Calendars Address Books

o New... 3% Repair.. '3f Change.. (@ SetasDefault X Remove @ &

Name Type
° ehowarth@hotmail.com Exchange ActiveSync (send from this account by de...
CBYC Email IMAP/SMTP

Selected account delivers new messages to the following location:

CBYC Email\Inbox
in data file C:\Users\Eric\AppData\Local\Microsoft\Qutlook\CBYC Email.ost

Close



