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Setting up a PALS Webmail account in MS Outlook 
Open up Outlook.

At the top of the screen, select Tools>E-mail Accounts
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From the new screen, select Add a new e-mail account. Click Next.
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From Server Type select IMAP
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Now you will need to fill in your email address for your webmail account. 
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Internet E-mail Settings (IMAP)
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USER INFORMATION:

Your name is the name you wish to be displayed.

Your e-mail address is your webmail account.
LOGON INFORMATION:

User name is your full webmail address (i.e. johnd@palslib.org)
Password is your webmail password.

Unless you are working on a personal machine it is recommended that you make sure the “Remember Password” is unchecked. Otherwise anyone who access your machine will have full access to your email.

SERVER INFORMATION:
Incoming mail:  www.palslib.org
Outgoing mail: www.palslib.org

When you’re finished, click More Settings …
Click the Outgoing Server tab and put a check in the “My outgoing server (SMTP) requires authentication
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Click the Advanced Tab and put a check in the “This server requires an encrypted connection (SSL) in the Incoming and Outgoing Server section. Change the Port on the Outgoing Server to 465. When finished Click OK
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You will not be back at the main E-mail settings page. Click Next
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You should now be finished setting up MS Outlook to access your PALS webmail account. Click Finish
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Congratulations!

Vou have successfull entered al the nformation required to
setup your account,

To close the wizard, clck Firish.





Your account is now setup. You will see your messages under the inbox folder in the  www.palslib.org section and not the Personal Folders Section
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