RUC Outlook E-Mail Setup Instructions

1. Click the start button.
2. Click Control Panel.
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3. If the control panel looks different from the picture below, click the switch to
classic view button on the left column of the control panel. Double click on the Mail
icon.
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3. Click on the e-mail accounts button

Mail Setup - Outlook

E-mail Accounts

Setup e-mail accounts and directories. | E-mail dccounts, . |

-
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Data Files

4 'Change settings For the files Qutlook uses to [ Diata Files ]
% stare e-mail messages and documents, =

Profiles

Setup mulkiple profiles of e-mail accounts and [ Show Profiles ]
data files, Typically, vou only need ane. =

Close

4. Click the add a new e-mail account button. Click Next to continue.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(®add a new e-mail account

() Wiew or change existing e-mail accounts

Directory

() Add a new direckory or address book
() Wiews or change existing directaries or address books
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5. On the Server Type page, click POP3. Click Next to continue.

E-mail Accounts gl

Server Type
‘ou can choose the bvpe of server vour new e-mail acount will work with,

() Microsoft Exchange Server

Connect ta an Exchange server to read e-mail, access public Folders, and share
docurments.,

Col
O IMAP
Conneck ko an IMAP e-mail server to download e-mail and synchronize mailbo:x:
folders,
(CIHTTP
Connect ko an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbox Folders.
() Additional Server Types
Connect to another workgroup or Srd-party mail server,

ck ko a POPS e-mail server to download your e-mail,
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6. Inthe E-mail Accounts Dialog, fill in the following settings: Under User
Information, type your name and e-mail address in the spaces provided. Next,
under Logon Information type your user name and password in the spaces
provided. Lastly, under Server Information fill in mail.rucls.net for both
incoming and outgoing servers. Click on Next to continue.

E-mail Accounts E|

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

User Information Server Information

Yiour Marme: 1ohn Dioe Incoming mail server (POP3Y | mail. rucls. net

E-mail Address: jdoei@rucls.net Qutgoing mail server (SMTRY: mail.rucls.net|

Logon Information Test Settings

User Marme: jdoe After filling out the information on this screen, we

recommend you kest your account by clicking the

Password: sk button below, (Requires network connection)

Remember password

Tesk Account Sektings ... ]

|:| Log on using Secure Password

Authentication {SPA) Mare Settings

< Back “ Mext = J[ Cancel




7. Click Finish. You are now finished setting up Outlook. You can now open
Outlook to view mail.

E-mail Accounts

Congratulations!

¥ou have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.




