MICROSOFT OUTLOOK 2007

Follow these steps to update an Outlook 2007 account to send and receive e-mail using GCMUNI's new
mail settings.

Before you start, you must change your temporary GCMUNI e-mail password. Make sure you create a
new password at least eight characters long, click here to continue to the screen below.
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Enter your current GCMUNI e-mail address and the temporary password, then click the Login button to
continue to the screen below.
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Enter your temporary password in the Current Password: box.
Enter a new password in the New Password: box.

Enter the new password again in the Confirm New Password: box.
Click the Save button to continue to the screen below:


https://mailserver.gcmuni.net/webmail/?_action=plugin.password&_task=settings
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 Successfully saved.

In the lower portion of the screen you should see the text: Successfully Saved
Look quickly as this text may disappear after a few seconds.

Click Logout in the upper right hand corner of the screen.
You can close your web browser.
Start Outlook 2007.

STEP 1 In Outlook 2007 go to Tools > Account Settings.
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STEP 2 Highlight your GCMUNI account and click Change. If multiple GCMUNI accounts exist, each one
will need to be edited individually. Follow these steps for each GCMUNI account.

Account Settings EI

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.
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Name Type
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Selected e-mail account delivers new e-mail messages to the following location;
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STEP 3 Choose POP3 or IMAP settings. If your incoming mail server reads "POP3" follow the POP3
directions below. If it reads "IMAP" follow the IMAP directions below.

Change E-mail Account Change E-mail Account

Internet E-mail Settings Internet £-mail Settings
Each of these settings are required to get your e-mad account Each of these settings are required to get your e-mad account
User Information User Information
Your Name: Bl Semith Your Name; Bll Smth
E-mad Address: bsmith@gcmuni.net E-mad Address: bsmith@gcmuni.net
Server Information Server Information
Account Type: » Account Type: » IMAP
Incoming masd server: mail.gcmuni.net Incoming mai server: mail.gcmuni.net
Outgoing mal server (SMTP): |mail gcmuni.net Outgang mad server (SMIF): maj) gcmuni.net
Logon Information Logon Information
ploarkius! bsmith@acmuni.net S Mt bsmith@acmuni.net
Password: PR — Password: P —
[¥] Remember password [¥] Remember password
[[IRequire logon using Secure Password Authentication (SPA) [[IRequire logen using Secure Password Authentication (SPA)



http://www.cfu.net/Outlook2007Setup.php
http://www.cfu.net/Outlook2007Setup.php

POP3 SETTINGS

STEP 4 Change the Incoming mail server to mailserver.gcmuni.net and the Outgoing mail server
(SMTP) to mailserver.gcmuni.net. Add @gcmuni.net after your username, then click the More Settings
button.

Change E-mail Account @

Internet E-mail Settings
Each of these settings are required to get your e-mail account working,

User Information Test Account Settings

Your Name: il Smith After filing out the information on this screen, we
o — recommend you test your account by chcking the

E-mai Address: bsmith@gcmuni.net button below. (Requires network connection)

Server Information

Account Type:

Incoming mad server: mailserver.gcmuni.net

Outgoing mal server (SMTP): mailserver.gcmuni.net

Logon Information
User Name: bsmith@gcmuni.net
Password: ”"""“,T"
Remember password
[T]Require logon using Secure Password Authentication (SPA) More Settings ...

[ Next > ][ Cancel J

STEP 5 Under the Outgoing Server tab, check the box next to "My outgoing server (SMTP) requires
authentication." Click the Advanced tab to continue to the next step.
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Outgoing Server | Connection | Advanced

[¥]3y putaoing server (SMTP) requires authentication:
@) Use same settings as my incoming mail server

() Log on using

User Marne:

Password;

Remember password
Reguire Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail




STEP 6 Under the Advanced tab, make sure the Incoming server is set to 995 and Outgoing server is set
to 465. Next, check the box next to "This server requires an encrypted connection (SSL)." Change the
encrypted connection type to SSL and then click OK.
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| General | Cutgoing Server | Connection | Advanced

Server Port Mumbers

Incoming server (POP3): | EEE Use Defaults

This server requires an encrypted connection (S5L)
Qutgoing server (SMTF): 465

Use the following type of encrypted connection; | 55L E

Server Timeouts
Short  —J Long 1minute

Delivery
Leave a copy of messages on the server
Remove from server after 14 Iil days

[ remove from server when deleted from ‘Deleted Items'

STEP 7 Next click the Test Account Settings button. If your settings are correct, you should see a screen
that looks like the one below. Click the Close button on the Test Account Settings window and then click the
Finish button in the Change E-mail Account window to return to the Outlook home screen.
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STEP 8 Click the Send/Receive button to populate your inbox. The first time this button is pressed, you
may receive older e-mails you have already read including spam messages. This is a one-time occurrence
and will not happen each time you press the Send/Receive button.
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CONGRATULATIONS You are now able to send and receive
Microsoft Outlook 2007.

e-mail from your GCMuni.net account using

IMAP SETTINGS

STEP 4 Change the Incoming mail server to mailserver.gcmuni.net and the Outgoing mail server
(SMTP) to mailserver.gcmuni.net. Add @gcmuni.net after your username, then click the More Settings
button.

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the button
below. (Requires network connection)

Your Mame: John Doe

E-mail Address: johndoe @gcmuni.net

Server Information

Account Type:

Incoming mail server:

Qutgoing mail server (SMTP):

Logon Information
User Mame:

Password:

IMAP
mailserver,gcmuni.net

mailserver.gcmuni.net

johndoe @gcmuni.net

EEEEEEEEEE

Remember password

[~] Reguire logon using Secure Password Authentication (SPA)

Test Account Settings ...

Test Account Settings by dicking the Next button

More Settings ...

[ Mext = ][ Cancel ]




STEP 5 Under the Outgoing Server tab, check the box next to "My outgoing server (SMTP) requires
authentication." Click the Advanced tab to continue to the next step.
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General | Outgoing Server | Connection | Advanced |

[¥]34y outaoing server (SMTP) requires authentication:

(@) Use same settings as my incoming mail server

() Log on using

User Marme: |

Password: |

Remember password
Reguire Secure Password Authentication (SPA)

) Log on to incoming mail server before sending mail

STEP 6 Under the Advanced tab, make sure the Incoming server is set to 993 and Outgoing server is set
to 587. Next, check the box next to "This server requires an encrypted connection (SSL)." Change the
encrypted connection type to TLS and then click OK.

General I Deleted Items
Outgoing Server | Advanced

Server Port Mumbers

Incoming server {IMAP): 93] Use Defaults

Use the following type of encrypted connection: | 55L E‘

Cutgoing server (SMTP): 587

Use the following type of encrypted connection:

Server Timeouts

Short ~J—— " Long 1minute

Folders

Root folder path:




STEP 7 Next click the Test Account Settings button. If your settings are correct, you should see a screen
that looks like the one below. Click the Close button on the Test Account Settings window and then click the
Finish button in the Change E-mail Account window to return to the Outlook home screen.
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STEP 8 Click the Send/Receive button to populate your inbox.
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CONGRATULATIONS You are now able to send and receive e-mail from your GCMuni.net account using
Microsoft Outlook 2007. Press Close on the Test Account Settings window and close out of the Change E-
mail Account window to get back to Outlook 2007.
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