Sending e-mail to e-mail lists with Microsoft Outlook.

Step 1: “File” menu located in Outlook screen, click on “Account Settings”. Then click on Account

setting opened below.
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Step 2: Choose your Boun e-mail account and click “Change”.
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E-mail Accounts
‘fou can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

_3' New... S Repair.. | Change... |2 Set asDefadlt 3 Remove # &

Mame Type
@ example @boun.edu.tr POP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

Change Folder le@k edu.triInbox

in data file C:\Users\user\Documents\Outlook Files\example @boun. edu. tr.pst




Step 3: After controlling incoming and outgoing mail server names click on “More Settings”
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Mame: example After filing out the information on this screen, we
recommend you test your account by dicking the button

E-mail Address: example @boun,edu.ir below. (Requires network connection)

Server Information
[ Test Account Settings ... ]

Account Type: POP3

| | . - -
e T e pop.boun.edu.ir Test Account Settings by dlicking the Next button

Outgoing mail server (SMTP): | smip, boun.edu. tr

Logon Information
User MName: YOUF USErname
Password: [ ——

Remember password

Require | ing 5 P d Authentication (SPA
|| Require logen using Secure Password Authentication (SPA) More Settings ...

< Back [ Next > ][ Cancel l

Step 4: Choose “Outgoing Server” tab from opened window and check in the box saying “My

outgoing server (SMTP) requires authentication”.
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General | Dutgoing Server |Connectior1 Advanced

|¥[#y outgoing server (SMTP) requires authentication:

() Log on using
User Mame:
Passward:

Remember passward |

Reguire Secure Password Authentication (SPA) |

(71 Log on to incoming mail server before sending mail

[ OK ] [ Cancel




Step 5: Choose “Advenced” tab of the same window and write down the number 587 to the box

“Outgoing server (SMTP)” and then click “OK”
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| General I Outgoing Server I Connection | Advanced

Server Port Numbers

Incoming server (POP3): 110 Ise Defaults

[] This server require nnection (S5L)
Outgoing server (SMTF):

Use the following type of encrypted connection: | Mone |E|

Server Timeouts
Short Long 1 minute

Delivery

Leave a copy of messages on the server
Remove from server after 14 |2 days

[ remove from server when deleted from Deleted Ttems'

[ Ok, ] [ Cancel
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Step 6: Click on forward button and wait for account testing. If there is no error message click on

“Close” button. If there is an error message please control the settings in previous steps and make sure

that you have connected to internet.

Test Account Settings

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

Stop

Close

Tasks | Errors

Tasks Status

\/Lng onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed




Step 7: Atlast a “Congratulations” message will appear on the screen. Click on “Finish” button to end

up settings.
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Congratulations!
You have successfully entered all the information required to setup your account.
To dose the wizard, didk Finish.
ki
<gack || Finish |




