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Step 1: Open Microsoft Outlook. On Windows Vista or Windows 7 machines: hit the start button and then type
outlook in. Microsoft Outlook will appear under the programs header. On Windows XP machines: hit the start

button> “All Programs” > navigate to the location of outlook to open it.
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Step 2: Once Outlook is opened, click tools then account settings.
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Step 3: Click “New” under the “E-mail” tab.
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Step 4: Check the box for “Manually configure server settings or additional server types” and hit next.
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Step 5: Select “Internet E-mail” and hit next.
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Step 6: Enter your name and email address. The account type is “IMAP” and type “mail.ship.edu” for both the
incoming and outgoing mail servers. Finally, enter your ship email id in the username textfield and type your
password underneath it. Check “Remember password” and “Require logon using Secure Password Authentication
(SPA)”. Then click the “More Settings...” button.
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Step 7: Navigate to the “Outgoing Server” tab and check the box labeled “My outgoing server (SMTP) requires
authentication”. Be sure that the first option is selected, “Use same settings as my incoming mail server”.



r | I
i Inbox - Microsoft Outlook l = B 2

& Deleted tems
|7 Drafts
[ Inbox
[ g Junk E-mail
(2] Outbox [2]

= [ RSS Feeds
[ sent Items

# LG Search Folders

_ s - - -
File Edit Wiew Go Tools Actions Help Type a question for help -
I_ﬁﬂew - @ (53 X & Reply (=8 Reply to All (g} Forward \ & “!3 [ Search address books - @ =
Mail « ||[2 Inbox || To-Do Bar » X
- =
Favorite Folders % |||seard Account Settings PY 4 MNovember 2009 [ 3
[ nbox Arrant SuMo TuWe Th Fr Sa
L Unread Mail E-mail Accounts
=3 sent Items Ther| You can add or remove an account, You can select an account and change its settings. 12 3 4 5 6 7
= 3 9 10 11 12 13 14
Mail Folders -3
= 15 16 17 18 19[20] 1
All Mail Items - ; 22 23 24 35 26 27 28
81 E-mail | Data Files | RSS Feeds I SharePoint Lists | Internet Calendars | Published Calendars | Address Books |
= % 29 30
= Personal Folders

1| Add New E-mail Account

Internet E-mail Settings

”
Internet E-mail Settings

it

| General | Folders I Cutgeing Server | Connection | Advanced

: Server Port Numbers
: Incoming server (IMAF): 993
! Use the following type of encrypted connection: | S5L E
] 1 Outgoing server (SMTP): 587 |
’ Use the following type of encrypted connection: | Mone lz‘
: Server Timeouts
Short Long 1minute
B | Folders
L] W Root folder path:
[ OK ] [ Cancel ]

Settings
the information on this screen, we

test your account by dicking the
(Requires network connection)

More Settings ...

H [ Mext = ][ Cancel

)

Mo upcoming appointments.

frranged By: Due Date

Type a new task

There are na items to
show in this view,

Step 8: Navigate to the last tab labeled “Advanced”. In this tab, change the incoming server port to “993” and use
the drop down menu to select “SSL” where it says “Use the follow type of encrypted connection”. Change the
outgoing server port to “587” and then hit ok a the bottom of the form.
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Step 9: click next.
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Step 10: Click finish and then click close on the account settings. Outlook will now connect to the mail server and
display your emails in the Inbox folder under your account which can been found on the left-hand side (where the

red arrow is pointing).



Everything should be fully functional to you from this point out. If you do not see your inbox folder after you
completed all these steps, simply open your account properties again, and then close them. This triggers
Windows Mail to download all the folders again and the inbox folder should download this time. The program will
automatically update itself whenever you receive new emails and download the emails to your folder. In order to
send mail through this program, simply click the “New” button at the top of the program. We recommend that
you create a test email to send to yourself to ensure that everything is configured properly for you to both send
and receive e-mails. If you didn’t receive your test e-mail, then please go through the steps again and be sure
there isn’t anything you forgot to do. If you can’t troubleshoot the issue yourself, then please bring it down to us
where we will do what we can to try to resolve the issue for you.



