Setting up a new account in Entourage 2008

1. 2.
From the Tools menu choose Accounts Click on New

Run Schedule [
Send & Recelve [ ]
spelling.. WL
Thesaurus... ~LHER
Dictionary... C{rER
Spelling Language [
Open Links
Link to Existing [
Link to Mew [
Toolbox [
Junk E-rnail Pratection...
Mailing List Manager
Mewsgroup Seftings...
Rules...
Signatures...
Schedules...
3. 4.
Click on Configure Accont Manually Select IMAP as the account type
Set Up a Mail Account Q Add new mail accownt

Account type: | IMAP -+
This assistant will automatically determine your acopunt semings
based on your e-mail address, Type your e-mail address below, ,[ Setup Assistant J ,[ Cancel } M

E-rrail address:

] My account is on an Exchange server
If wau are part of a large organization, ask your local neteork
administrater whether you are on an Exchange serer. If you select

this check box, you must be connected to the Exchange server
metwork 1o complele ACCOWNT SeTUD.

Click the right arrcw 1o continue,
{ Configure Account Manually ) q'llﬂ




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.
4[—Actnunt-ﬁmingr:—| Options  Advanced  Mail Security ]7

Account name: | Work email

[ linclude this account in my "Send & Receive All" schedule

Personal information

Mame: 2ome One

E-mail address:  semecne@suffolk.edu

Receiving mail

Account |ID: |SCmMedne

IMAP server: | sumail.suffolk.edu

Password:
D Save password in my Mac 05 keychain

[E‘Hck here for advanced recelving options J

Sending mail

SMTP server: | sumail.suffolk.edu

[EH-::.E here for advanced sending options J

[ Cancel j i—ﬂl‘—a




6

If you are setting up the account off campus click on Advanced Sending Options under

Sending Mail. Configure as shown.

Sending mall

SMTP server

D SMTP service réquirgs secure connection (35L)
I Override default SMTP port: 25
E SMTP server reguires authentication

{®) Use same settings as receiving mail server

D Log on using

Account 1D

Password:

! Save password in my Mac 05 keychain

Darmain for unqualified addresses:

i
I

. EdwAcowm T

| Aeeownt Settings -~ Dptions—|  Advanced  Mail Security |

Message Options

Defauh signature; | Noes

Additienal headers:

Header [ vabue

Server Options

[ Send eommands to server simultanesusly
P ibways dewnload complete message bodies
[in inbax anky

[ Partially receive messages over 200 . B

Root folder:

P Live Sync (stay connected with serven
¥ Oty connect 1o Inbox
P Canneet immedistely an Launeh

[ Disconnect from server after |3  minutes.

[ Check for unread messages in subscribed folders

f_ Cancel _} Eﬂ-ﬂt—i

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.

] Mgeownt Settings  Options  idvanced | Mail Security L

Special folders
W Stoee semt messages in this IMAP folder: | Sent tems =1
¥ stoee drafts in this IMAP folder: [ Drahs -+
W stoce junk e-mail in this IMAP folder: | Junk E-mail -+
Delete options

¥ou Can choose how you want i delete messages from che IMAF server,

=) Mark messages as deleted
Ghn:ﬂ::ﬂtmﬂnlrp.pl-mnp:
() Purge deleted messages when beaving IMAP folders
Eh.lrp-hh!l:l miessages when quitting Entourage

() Mave messages ta the Deleted Items folder

Move to this IMAP folder. | Deleted Items 2]
': Purge Deleted Items fokder an quit
I‘::I Purge messages older thane 5 ‘?‘ days

(*) Purge all messages

[ Cancel ) (it




