SET UP OUTLOOK EXPRESS FOR TO USE SERVER ENABLED SPAM FILTERING

If you decide to add this optional feature, mail identified as Spam will be sent to a spam folder in your account that is on the mailserver.
You will need to change your Outlook to run from an IMAP account. Start your Outlook Express and go to TOOLS, ACCOUNTS.
Click on the MAIL tab on the left, then click REMOVE from the buttons on the right. You will not lose your old e-mail.

Click on the ADD button to start the wizard:

&9 Outlook Express - MONTE@OLYNX
Internet Connection Wizard

Your Name

Enter the name you wish people to see,

You could put in

I ‘when you send e-mail, pour name will appear in the From field of the outgoing message.
Type vour name az you would like it to appear.

Acme Inc. or your real name

Click NEXT

Dizplay name: mante

For example: John Smith

Put in your e-mail address

Click NEXT

Outlook Express - MONTE@QLYNE

Internet Connection Wizard

E-mail Server Names

W4 Outlook Express - MONTE@OLYNX
Internet Connection Wizard x|

Internet E-mail Address

! ‘Y'our e-mail address i the address other people use to send e-mail messages to pou.

E-mail address: |monte@ql}lnH. com

For example: someonedE@microsoft. cam

This is where things are slightly different:

Choose IMAP from the drop-down menu not pop3

! My incoming mail server is a IIMAP vl SEMVE < —

Incaming mail (FOF 3. IMAP ar HTTF] server:

Imail.qun:-:.com

Ain SMTP zerver is the server that is used for your outgaing e-mail.

Outgaing mail [SMTP] server:

Imail.qun:-:.com

Now enter your whole e-mail address in the account name
When you type in your password, you will only see

**%%*°s when you type.

Click NEXT

¥9 Outlook Express - MONTE@QLYNX

Internet Connection YWizard

Congratulations

I You have successfully entered all of the information required ko set up your account.

To zave these settings, click Finish.

Outlook Express - MONTE@QLYNX
Internet Connection Wizard il

Internet Mail Logon

The server name must match your e-mail’s domain
mail.domain.xx

i.e. if your email is @fsjames.com use
mail.fsjames.com

mail.fjsames.com

Click NEXT

Type the account name and password pour Intemet zervice provider has given you.

Account name: Imonte@ql_l,ln:-c.com
Pazgzwond: I"""""""’“i
[+ Remember password
Click the FINISH button

You are done Step 1.

[GO TO NEXT PAGE]
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¥ mail.glynz.com - Dutlook Express - MONTE@QLYNX

JFiIe Edit  Wiew Tools Message Help

(B -7 % @ ‘ = s

=

SendfRecy

E

Addresses Find

Create Mail Reply Reply &l Farward

Brit: Delete

Now you need to match the folders to the ones on the mail server.
Click YES

= mail.glynx.com

Folders zation of Folders on mail.qlynx.com
*7) Cutlook Express o as

E--@ Local Folders
@ Inbox (1}
@ Outbei
@ Sent Items
o V2 = Outlook Express
5Bk Drafts
% mail.ghynz.« & There are not any Falders ko shaw For this account, Would you like ta view a list of available Folders now?

‘fes Mo |

Synchronize Account | IMAP Folders. .. | Settings |

Unread | Tokal | Synchronization Settings |

S|

| Folder

¥ mail.glynx.com - Dutlook Express - MONTE@QLYNX
J File Edit Yiew Tools Message Help
‘@vmww\é x | 8 | B =
22| Note that there is a SPAM folder in the list.
SLEN Account(s) Display folders which contain:
Folders @ I /
43 Cutlook £ : -
=0 Local | mail. glyns.com &l I Wisible I ﬂl Cl OK
g;’ Folder I Hie | 1¢
R ®£°D“ra'ts Fiaset List
~@e 5o
o T spam
& el BTrash
4 I
Ry
SF
&
SE
Contacts ¥
h
gt Goo | [ okF ] cancel |
2|
j ¥4 mail.qlynx.com - Dutlook Express - MONTE@QLYNX = ]
J File Edit “iew Taools Message Help |E
.. o ) @ ] & x =] 3 5 I
We Start by SYHChrOHIZIHg the f01ders J Create Mail Reply: Reply Al Forward Prink Delete SendfRecy Addresses Find

= mail.glynx.com

MONTE@QLYNX

Put a check in the spam folder

Foiders L3l synchronization of Folders on mail.glynx.com
Isi Qutlook Express o cha alder, then ¢ tings
- Local Folders
Cllck NeXt %62 Inbox (1) Synchronize Account | IMAP Folders. .. | Settings - |

2 Sent Items Foldsr | Unread | Tatal | Synchronization Settings
(3 Deleted Ttems i 0 All messages
LB Drefts Drafts 1 0 O allmessages
=533 mall.glynx.com Brzert 0 O allmessages

All messages

548 Tnbox 5

ﬁ?@ Drafts Entrash 0 0 LI Al messages
B Sent

¥4 mail.glyn=.com - Outlook Express - MONTE@QLYNX

J Fle Edt View | Toole Message Help THIS IS IMPORTANT TO NOTE:

Send and Receive k e .
|j=3 . Your old mail is in the LOCAL Inbox
Creake [Mai Synchronize Al
Synchronize Account The highlighted one is now your IMAP mailbox,
ERMCURS LIRS a0k For Offline ¢
Falders Address Book, .. ChrlSHift+B And the SPAM folder is located there.
If;ﬂ Outlock Express Add|Sender to Address Book
£ Local Folders Now we need to enable your Outlook to SEND mail
3E2 Inbox (1) Message Rules »

| ™ by allowing it to authenticate on the server.
y =

’@ Cukba: Windows Messe
- 2 Sent Ikems | 11y Crilie * |7 Click the TOOLS menu and choose ACCOUNTS

4 Deleted ItEI/I—M’Aﬂ: ”
olders. ..
L Drafts

& »

I'_—'I% rnail, glyni. com Accounts, .,
El@ Inboce Cptians. .,
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Internet Accounts

2l x|

Once again, find your mail account and click the Al b ail | Mews | Directary Service | Add >
PROPERTIES button.
Ancount | Type | Conhection | Remove |

- mail. gl com rnail [defallt] Ay Available
Properties |
LS D e [ l
2| ]

General Servers I Ennnectinnl Securit_l,ll Advanced I [MAP I CLICK ON THE SERVERS TAB

E mail.qlyn#.com Properkies

Senver IermEien Place a checkmark in the

My inzoming mail server iz a IIM.&P‘ ZEIVEL My server requires authentication field.
[nzoming mail (kAP Imail.ql_l,ln:-:.cu:um /

If you do not do this YOU CAN NOT SEND MAIL

Outgaing rail [SMTE: Imall.ql_l,ln:-:.n::n:nm CAN’T SEND MAIL

Incoming M ail S ereer WILL NOT SEND MAIL.
NO HOW, NO WAY
Account name: Imunte@qurwn/ JUST DO IT.
Pazsward: I LOOK AGAIN.
: MAKE SURE YOU DID IT.

Remember pagzward

[™ Log on using &ecure Password Authentication

W By server requires authentication Settings... |

DO NOT check Logon using Secure Password.
Make sure there is no checkmark there.

E mail.glynx.com Properties

Now click on the IMAP tab. Generall Serversl En:nnnec:ti-:nnl Sec:urit_l,ll Advanced IMAF |

Remove the checkmark from Store Special Folders. Folders
* 3 >

You hant a QUOTA* on your mailbox and you can’t keep ALL of Bt el ol I

your mail on the server.

¥ Check for new messages in all folders

CLICK THE APPLY BUTTON. Special Folders

CLICK IT. [T Store special folders on IMAP server
Microsoft will not save the settings unless you click it.

Sent lkemz path: IS et ltermns

Click the OK button to finish. Your account is now set up. Drafts path: |Drafts
Check your SPAM folder every few days. If mail was incorrectly

marked as spam, highlight it and drag it to your LOCAL inbox to

save it. You can’t change the spam settings on the server.

Delete the rest.

*QUOTAS

The size of your server mailbox is limited. You will get quota

warnings at 80% and again at 90% usage. If the mailbox goes over

quote, mail sent to you will bounce with an over-quota message to

the sender.

EMPTY your TRASH folder.

EMPTY your SPAM folder. Don’t synchronize SENT or DRAFTS ITI S

Canicel Apply

You may wish to UNSYNCHRONIZE the folders in the IMAP
settings so that no mail is stored on the server taking up space. = [ YOU ARE FINISHED SETUP | Max Internet 06/11/18



