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B Date: September 28, 2009
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Windows Mail

Windows Mail is a new email client which is replacing the former
Windows client Microsoft Outlook Express. The program is included in
all installations of Windows Vista and can be downloaded for Windows
XP as well. Below are instructions on how to configure Windows Mail to
work with your Brock email account.

Go to the Tools menu and left click on Accounts

e Message  Help

Send and Receive 3
Synchronize All

Windows Contacts... Ctrl+5hift+ C
Add Sender to Contacts
Windows Calendar Ctrl+Shift+L

Message Rules 2
Mewsgroups... Ctrl+W
Accounts...

Junk E-mail Opticns..,
Options...

When the Internet Accounts dialog box appears, left click on Add on
the right side of the window.
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Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first,

Mews ~

3 Microzoft Communities (default)
L1 msnews.microsoft.com

Directory Service v

[ Add...

l Remove

’ Properties

Set as Default

’ Import..

’ Export...

’ Set Order...

i Close

When prompted to Select Account Type, be sure that 'E-mail Account'

is highlighted and left click on the Next button.
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Select Account Type

What type of account would you like to add?

ij E-mail Account

;_11 Mewsgroup Account
it

;ra | Directory Service
o |

What information de I need to set up my account?

Mext |[ Cancel

Enter your display name and left click on Next.
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Your Name .
When you send e-mail, your name will appear in the From field of the cutgoing message.
Type your name as you would like it to appear.
Display nare: John Doe
For example: John Smith
Where can Ifind my e-mail account information?
[ Mext ] [ Cancel

Enter your email address and left click on Next.
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Internet E-mail Address

Your e-rnail address is the address other pecple use to send e-mail messages to you.

E-mail address: Jdoe@brocku.ca

For example: someone@microsoft.com

Where can [ find my e-mail account infermation?

[ Mext ][ Cancel J

Change the ’‘'Incoming e-mail server type' to IMAP and enter the
appropriate Incoming and Outgoing mail servers

Faculty and staff will most likely have Spartan email accounts and will
setup their account as shown in the image below. If you are unaware
of the email server you are on, please contact the HelpDesk at 905-
688-5550 x4357. If you are setting up your email client off campus (at
home for example), you will need to change the outgoing e-mail
server (SMTP) to that of your Internet service provider (Cogeco, Bell
Sympatico, etc.). Click here for a list of local ISP outgoing SMTP server
addresses.

Students are on the Badger email server and will put
'badger.ac.brocku.ca’ as both their incoming and outgoing mail
servers. Again, this setup is for users on the Brock network, if you are
planning to use this client off campus, you will be required to know the
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outgoing mail server (SMTP) of the Internet service provider you are
using.

|
€]

Set up e-mail servers

Incoming e-mail server type:

IMAP -

Incoming mail (POP3 or IMAPR] server:

spartan.ac.brocku.ca

Outgeing e-rmail server (SMTP) narme:

spartan.ac.brocku.ca

[C] Outgoing server requires authentication

Where can I find my e-mail server information?

[ Mext ][ Cancel ]

When prompted with screen Internet Mail Logon, enter your username
and password (optional). Left click on Next to continue.
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Internet Mail Logon

Type the account name and password your Internet service provider has given you.

E-rmail username: jdoe

Passward:

[T Rermember password

[ Mext ][ Cancel ]

You will now see the Congratulations dialog screen, click Finish, you
will be required to complete one more step before finishing
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Congratulations

You have successfully entered all of the information required to set up your account.
To save these settings and download your e-mail folder list and messages, click Finish,

[7] Do not download my e-mail and folders at this time

[ Finish | | Cancel

Go to the Tools menu and click on Accounts again.

IG1EN  Message  Help

Send and Receve 3

Synchronize All

Windows Contacts... Ctrl+5hift+ C
Add Sender to Contacts

Windows Calendar Ctrl+Shift+L
Message Rules E
Mewsgroups... Ctrl+W
Accounts..,

Junk E-rnail Options...
Options...
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Double left click on your account under the Mail heading to open the
properties for your account.

Internet Accounts

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first.

Mail ~
__=J...i spartan.ac.brocku.ca (default) ’ Add... ‘
& jdoe@brocku.ca
Bl " ’ Remove ]
i—uﬂ' Microsoft Communities (default) ’ Properties ]
—! msnews.microsoft.com
Directory Service i Set as Default
’ Import... ]
’ Export... ]
Set Order...

| Close |

Go to the Advanced tab, under the title 'Incomfing Mail (IMAP):" make
sure the check box is checked that says 'This server requires secure
connection (SSL)". Click OK after this and then Close.
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| General | Servers | Connection | Security | Advanced | IMaP |

Server Port Mumbers
Outgoing mail (SMTP): 25 Use Defaults .
[C] This server requires a secure connection (55L)

Incoming mail (IMAP): 993

This server requires a secure connection (55L0)

Server Timeouts

Short —1 Lang 1 minute
Sending
[ Break apart messages larger than | 60 “| ke
ok || Gancsl |[ ey |

The setup is complete. Login to your email using the appropriate
password.
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