[image: image1.png]<



    Get your EM e-mail account up and running on your Mac

It's easy to set up an e-mail account in Microsoft Entourage for Mac. By using the information in this article, you can enter the basic mail account settings you need for Entourage. 

If you have questions about your installation and any problems you have with it, please feel free to call Leslie Gregory at 469.222.3073 (cell) or Larry Freshour at 864.370.3115, x214 (office), 864.325.5755 (cell), or 864.286.3978 (home).

Account settings 

Entourage provides a number of settings for mail accounts, ranging from basic settings that apply to all mail accounts — such as your name and e-mail address — to more advanced settings that you can use to customize how you send, receive, and organize your messages. The following paragraphs describe basic settings that you need to set in Entourage to send and receive messages. 

Account type Entourage uses the account type to determine the type of communications to use when receiving messages from your account. Entourage supports three account types (sometimes called protocols): POP (Post Office Protocol); IMAP (Internet Message Access Protocol); and MSN® Hotmail®. 

The EM mail is a POP account.

You're now ready to use the Edit Account dialog box to enter additional settings for the account. 

Open the Edit Account dialog box
1. On the Tools menu, click Accounts. 

2. Click the Mail tab, and then click New.
If the Account Setup Assistant appears, click Configure account manually. 

3. On the Account type pop-up menu, click POP. 

4. Click OK. 

In the following picture, the numbered boxes indicate where you need to enter your account settings in the Edit Account dialog box. Read on for descriptions of the boxes and hints for determining your settings. 
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	Account name   Any name for the account that you want. This name appears only in Entourage — if you have more than one mail account, it can help you distinguish one account from another.
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	Name   The name that you want to appear in messages you send from the account. Recipients of your messages can use the name to distinguish your messages from those that they receive from other people. Depending on your preference, it might be your full name, your first name only, your initials, or whatever name you want to be known by.
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	E-mail address   The address that people should use when sending messages to you. This is the Internet address of the mailbox that stores your messages. 

Your EM e-mail address is firstname.lastname@execmin.org.

(type your personal name, not the words: firstname.lastname)
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	Account ID   The name that Entourage should provide when connecting to the mail server — a computer on the Internet that stores e-mail messages — to receive your messages. This name uniquely identifies you and your mailbox. Other common terms for an account ID are: e-mail ID; mailbox name; user name; screen name; logon ID; logon name; and mail logon. 

Your account ID is the same as your EM e-mail address: firstname.lastname@execmin.org
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	POP server (depending on your account type)   The Internet address of the mail server that Entourage should connect to when receiving your messages. Other common terms for POP are: message server; receiving server; incoming server; and server address. 

For EM e-mail, your POP server is: mail.execmin.org
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	Password   The password that Entourage should provide when connecting to the mail server to receive your messages. In Entourage, you can either enter your password each time you receive messages or you can save your password so that you do not have to enter it each time

Your EM temporary password is: password1

See page 4 to change this temporary password to one of your choosing.


Note   If you decide to have Entourage save your password, anyone who has access to your computer can send and receive messages from your account.
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	SMTP server   The Internet address of the mail server that Entourage should connect to when sending your messages.  Other common terms for SMTP server are: outgoing message server; sending server; and SMTP server address. 


For EM e-mail, your SMTP server is: smtpout.secureserver.net



	
	Click:  Click here for more advanced sending options.

Select:  Override default SMTP port and change the number to 80.


Select: SMTP server requires authentication and 

            Use same settings as receiving mail server.

Click OK.



After you enter the preceding information, the basic settings that you need to send and receive messages from the account are complete. In addition to these basic settings, you can also enter advanced security settings as well as customize how you want to send, receive, and manage your messages. In most cases, you don't need these additional settings to send and receive messages successfully. To learn about these additional settings, search for account options in Entourage Help.

Note:  Some Internet security software (anti-virus, firewall, etc.  Norton Internet Security has been a problem for some staff) may block your e-mail.  If Outlook doesn’t work, temporarily disable your security software (your security software will restart the next time you restart your computer), and then try again.  If Outwork does send and receive mail now, your security software will need to be configured to allow Outlook to work.  Check with your software company for how to do this.

To change the temporary password to your own password:

1. In your internet browser (Internet Explorer, Mozilla Firefox, etc.), go to email.secureserver.net.
2. In Web-Based Email:, in Email Address: type in your EM email address.

3. In Password:, type in password1.

4. Click Login.   

5. Look for the Settings tab in the bar just below the heading, Web-Based Email.

6. Put your cursor on Settings.  A drop-down menu appears.

7. Click on Personal Settings.
8. In the Password tab, type password1 in the Current Password: field.

9. In the New Password: field, type in your own familiar password (be sure it meets the criteria of between 5 and 32 characters).

10. In the Confirm New Password: field, again type in your own familiar password.

11. Before clicking OK, look at the other tabs to see how you can personalize your web-based email.

12. Now click OK.

13. Next step is to change the password in your Entourage settings.

14. Start Entourage.

15. Click on Tools, then Accounts… 

16. Highlight the account you want to change.

17. Click Properties.
18. Click the Servers tab.

19. In the Password field, type your familiar password you entered in steps 8 and 9 above.

20. Click OK
21. Click Close.

22. Repeat for any other EM accounts in your Entourage program.

Reminder - you can check your execmin.org email anytime by going to the web-based email at email.secureserver.net and typing in your EM address and password.
Entourage Setup for EM e-mail
8/9/2006
3 of 4

