Outlook — L eave A Copy On Server

1. Open Microsoft Outlook
2. At thetop menu, click on Tools and select E-Mail Accounts....
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3. When the E-Mail Accounts window pops up, select “View or change existing e-mail accounts’. Then click the
Next button at the bottom right.
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This wizard will allow you to change the e-mail accounts
and directories that Outlook uses.
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4. Inthe next window, highlight your default email account and click the change button. If you have more than
once Fluco email account, Y ou will have to repeat the following steps. Please note that just because the Name
of the account is mail.fluco.org, it may not be a Fluco email account.

E-mail Accounts
You can select an account and change its settings or refnove it

Cutlook processes e-mail for these accounts in the following order :
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5. You arenow at the screen where you can change the email settings for the specific user. Please click on the
“More Settings...” button towards the bottom right corner.

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

User Information Server Information

Yol Name: 1W| Incoming mail server (POP3):
e — |
E-mail Address: EWI Outgoing mail server (SMTF):

Logon Information Test Settings

User Name: i]dne@mall.ﬂum.nrg | after filling out the information on this screen, we
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6. When the “Internet E-Mail Settings’ window pops up, click on the “Advanced” Tab.

Internet E-mail Settings

General |Ouhgu3ing Server | Connection | Advanced

Mail Account

Type the name by which you would like to refer to this
account. For example: "Waork" or "Microsoft Mail Server”

mail. fluco.org |

Other User Information
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7. Check the “Leave a copy of messages on the server”, “Remove from server after 7 days’, and the “Remove
from server when deleted from ‘ Deleted Items™” check boxes. Then click ok.
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8. You arenow back at the E-Mail Accountswindow. Click the Next button at the bottom right.

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

User Information Server Information

Your Mame: John Cioe

Incorming mail server (POP3): |mai|lﬂucglgrg |

E-mail &ddress: ijdoe@mail.ﬂuco.org Outgoing mail server (SMTPY; |mai|.ﬂum.m—g |

Logon Information Test Settings

User Marne: Ejdoe@mail.ﬂuco.org | After filling out the information on this screen, we
; - recommend you test vour account by clicking the

Paggword: ;* Hokk Ak i button below. (Requires network connection)
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9. Click on the Finish Button.



