Using Outlook 2002 to
Access Webmail

Outlook 2002 is Microsoft's current mail client. You can use it as a POP or IMAP client to manage your
mail whichever way is best for your needs. Outlook allows you to easily add as many mail services as
you wish, making it easy to gather mail from multiple accounts and deal with it using a single mail
interface.

To Add an Account:

E-mail Accounts @& 1. On the Tools menu, click Email Accounts. The
Err:"::lm::;se the e-mail accounts and directories that Outlook uses. @ Window to the left Will be displayed-
E-mail .
© pdsrensmant 2. Select Add a New Email Account.
™ View or change existing e-mail accounts
Directol 1
" add :rrnaw directory or address book 3 N Clle NeXt'
™ View or change existing directories or address books
Next > Oose |
foslsel 3] 4. Select a Server Type option — POP3 is
Se::ﬂgfm the type of server your new e-mail acount will work with. @ recommended.
(" Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and .
e S ’ Note: Selecting POP allows you to download your
+ POPZ: . . .
STl e-mail to your local machine. Once the e-mail
: é':rlvale’ctﬁdan IMAP e-mail server to download e-mail and synchronize messages have been downloaded, there is nO need tO
cum remain connected to the network in order to read
gor?;ico:yfzoea;ailbm YzED{Igz:-Iss.er\dar such as Hotmail to download e-mail and '1 1 1 .
. revare kol your e-mail. It also saves valuable space in your e-

Connect to another workaroup or 3rd-party mail server.

mail directory on the mail server. If you receive
large amounts of e-mail and your directory on the
Mail server goes over its assigned quota, you will
not be able to receive any new e-mail and it will be
returned to the sender. By using POP, you will never
have that problem. Selecting IMAP allows you to
read your mail from any machine and only
download the message when you read it. You must
be connected to the network at all times and you
may run into a quota problem with your e-mail
account. For ease of use, Computing Services
recommends that you choose POP as your mail
server type.

< Back Next > Cancel

5. Click Next.
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6. Fill in the Settings following the sample provided
D e gty esna accout workng. 2 below:
User Information Server Information
four Name: W Incoming mail server (POP3): W User Informatlon
E-mail Address: W Outaeing mail server : ,m o o
e o e utgongmafsever (SIP): ot e Your Name — Albert Einstein
Logon Information Test Settings Email Address — einstein@fdu.edu*
User Name:  [anstain@fu.edu e
Password: [eewee  belon. (Requires network connection)
[ Remember pé?sword Test Account Settings ... ‘ Server InfOI‘matlon
o setigs .. Incoming Mail Server — mail. fdu.edu
o Outgoing Mail Server — mail.fdu.edu
Logon Information
Username — einstein@fdu.edu*
Password — *##%%**
Remember Password — check box
Note Regarding Email Address and Username
Students should enter an address like
einstein@student.fdu.edu form; alumni should
enter an address like einstein@alumni.fdu.edu.
7. Click More Settings button.
Internet E-mail Settings 8. Click the Outgoing Server tab.
General Outgeing Server | Connection | Advanced | . .
9. Check the My Outgoing Server (SMTP) Requires
[+ My outgoing server (SMTP) requires authentication; Authentication OptiOH.
(v Use same settings as my incoming mail server
* Leganusing 10. Select the Use Same Settings As My Incoming
I Mail Server option.
v ) ) .
- 11. Click OK. You will be returned to the previous
window.
" Log on to incoming mail server before sending mail
12. Click Next. A new window will open.
13. Click Finish.

OK | Cancel |

This documentation has been adapted by the Office of Educational Technology.
Additional information is available online by clicking on the Docs link at https://webmail.fdu.edu.
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