
Setting up a new account in Entourage 2008

1. 
From the Tools menu choose Accounts

2.  
Click on New

3. 
Click on Configure Accont Manually 

4. 
Select IMAP as the account type



5.
Account settings:
Enter a name for your account.
Enter your name and email address.
The account ID is that part of your email address which is before @suffolk.edu.
For IMAP server and SMTP server enter sumail.suffolk.edu.

Uncheck “Include this account in my Send & Receive All” schedule. 



6.  
If you are setting up the account off campus click on Advanced Sending Options under 
Sending Mail.  Configure as shown.

7.  
Switch to the Options tab and 
configure as shown.

Choosing Live Sync will allow you          
to see messages as soon as they are 
received by the email server.



8.
Switch to the Advanced tab and choose an option 
for deleting messages.


