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

At the top of the screen, select Tools>Accounts
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From the new popup, select the mail tab
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Select Add and then Mail
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Now you need to enter a display name. This will be shown in the from field of outgoing messages. Click Next.
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Now fill in your email address for your webmail account. Click Next.
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For the email server names, first change the server type to IMAP. Next input your incoming and outgoing email servers. Click Next
Incoming mail:  www.palslib.org
Outgoing mail: www.palslib.org
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Type in your account name, which should be your email address. Only fill in the password field if you aren’t on a shared pc, otherwise anyone can access your email account. If you do decided to fill in your password, you will need to click on Remember Password to do so. Click Next

If you’ve forgotten either your login or password, please contact PALS staff for help.
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Now click on Finish and you will be done setting up your account.
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You will not be back at the Internet Accounts box. We need to make a few more account setting adjustments. Highlight the account you just created and click the properties button.
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Click the Servers tab and put a check in the “My server requires authentication” box
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Click the Advanced tab and put a check in the “This server requires a secure connection (SSL) box for both outgoing and incoming mail. Change the Outgoing Mail (SMTP) port to 465.

[image: image11.png]www. palslib.org Properties

General | Servers | Connection | Secuiy | Advanced | Map

Server Port Numbers

‘Dutgoing mail (SMTF [(1se Detouis |

his server reguires a secure connection (35L)

Incoming mail (MAPY, (393

His server recuires a secure cormestion (35L)

Server Timeauts
Shot 0 Long 1miue

Sending

[ Break apart messages larger than





When Done Click Apply then OK.
You will then be back at the Internet Accounts screen again. Click Close
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You will then be asked if you wish to download folders from the mail server you added. Click Yes.
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You might be asked for your password, depending on whether you had the computer remember your password earlier. A Show/Hide IMAP Folders box may also appear. If it does just click OK unless you want to make changes.
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You have now setup your Zimbra account in Outlook Express. Your messages will be in the inbox of the www.palslib.org section, not in the Local Folders section.
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