Bear Mail Configuration using Microsoft Outlook
(similar setup can be made using Outlook Express too)

1. Select Tools, Email accounts.
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2. Choose Add a new email account and then choose the Server Type—POP3 (will pull all email
upon login off of the server) or IMAP (will keep a copy on the server and also download a local copy
to your computer).

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

() add a new e-mail account
O\new or change existing e-mail accounts

Directory

() Add a new directory or address book
() View or change existing directaries or address bogks

E-mail Accounts

Server Type
“fou can choose the bvpe of server your new e-mail account will work with,

() Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public folders, and share
documents,

() POP3
Connect ko & POP3 e-mail server to download your e-mai.
O 1map

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
Folders.

O HTTP

Connect ko an HTTP e-mail server such as Hotmall ko download e-mail and
synchronize mailbox folders,

() Additional Server Types
Connect ka anather workgroup or 3rd-party mail server,
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3. Enter your name, email address, user name (which is your Bear_Id and is case sensitive),
password, and server name—bearmail.baylor.edu and then click the More Settings button.

E-mail Accounts

Internet E-mail Settings {(POP3)
Each of these settings are required to get your e-mail account working,

User Information Server Information

‘four Mame: Betty_Baylor Incoming mail server (POP3): bearmail.baylor . edu
U ser name E-mail Address: | betty_baylor@baylor.edu | Qutaaing mai server (SMTPY | bearmail baylar.edu
exam ple Logon Information Tesk Settings

Betty_Baylor' case User Mame: betty_baylar After filling out the information on this screen, we

H'H recormend vou test vour account by clicking the
sens |tlve/ Password: Akibokfok| button below. (Requires network connection)
Remember password

Test Account Settings ...
% More Settings ...

|:| Log on using Secure Password
Authentication (SPa)
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4. Click on the Outgoing Server tab. Check off the box that says, “My outgoing server (SMTP)
requires authentication.” Keep the selection “Use same settings as my incoming server .” Next, click
on the Advanced tab and check to make sure the incoming server (POP or IMAP) port number is 143
and the outgoing server (SMTP) port is 25. Click OK when done.
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General | Outgoing Server | Connection | Advanced General | Oukgoing Server | Connection | Advanced
My outgoing server (SMTP) requires authentication Server Port Numbers
() Use same settings as my incoming mail server Incoming server (POP3): | 143
(O Log on using [ This server requires an encrypted connection {53L)

Cukgoing server (SMTP): | 25
Use the following tyvpe of encrypted connection: | MNone
Server Timeouts
Short ] Long 1 minute
Delivery

[% Leave a copy of messages on the server
[CJremaove Fram server after davs

[Jremave From server when deleted from 'Deleted Items'
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5. Click finish when done configuring your Bearmail account.

E-mail Accounts

Congratulations!

‘ou have successfully entered all the information required bo
setup your account,

To close the wizard, click Finish,

*OPTIONAL steps that may be required—depending upon your home ISP. Some ISP’s may require
you to use their outgoing (SMTP) mail server. If so, select the option “Log on using” and enter your
account name and password that the ISP gave you upon contract with them. Another issue that can
arise is the possibility of you having to change your port numbers under the Advanced tab. Common
port numbers are 143 (incoming IMAP) and 25 (outgoing SMTP). Note—the port numbers below
are fictitious examples! Please call your ISP for further details and the correct (if required) port
numbers.
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pnernetgemai Setiings m‘ r IntennetsEmailSetlings ml
E@Q@@U Outgoing Server | Connection | Advanced General | Outgoing Server | Connection \ Advanced |
My outgoing server {(SMTP) requires authentication | Server Port Numbers -
(O Use same settings as my incoming mail server " Incoming server (IMAP): 888 % Use Defaults
(¥ Log on using t [] This server requires an encrypted connection (S5L)
User Name: \your_isp_account_name_here i Outgoing server (SMTP): 999
Password: ‘**""****”‘ﬂ [ This server requires an encrypted connection (S5L)
Remember password | Server Timeouts
[[JLog on using Secure Password Authentication (SPA) Short )~ Llong 1 minute
Folders
[% Root folder path:
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