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Authenticate Before Sending
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Rossey Hall, Room 058; Ext. 3350, Fax 2332

Abstract: This document provides steps to configure Microsoft Outlook 2003 to send messages
from off campus using NJCU Email servers.

Introduction

There are two ways to configure Outlook to send email from off-campus. The first method is to use
your local ISP’s SMTP server. The second method is to use NJCU’s SMTP server. This method
requires that the sender authenticate themselves to prevent our servers from being used as a Spam

engines by malevolent hackers.

Step-by-Step Instructions

1. Open Outlook and
select “Email
Accounts...” from
the Menu toolbar,
Tools drop-down
menu.
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On the first dialog e
wizard page...
2. Verify that the “View At T AT S DS

or change existing

Email Accounts” E:mal

radio button is ) b e v sccant

selected, (3 Wiew or change existing e-mal sccounts
3. Click Next °

{7 Add a new directory or address book
{7} Wiews or change existing drectores or address baoks
| rest> || cose |

The dialog wizard bdiibainbioi [X]
presents your accounts. E-mail Accounts '
If you use Outlook to J YOS BRI A0 SRRT S e Y pr e e e
retrieve email from i
more than one account’ |a mmm&rﬂﬁm mhhfmm: .
there will be an account $ :;Tém Y |
name here for each one. s
4. Select the NJCU

account. The name s Del

may be different, but

it should be obvious.
5. Click the “Change” Delver rew - to the Following location:

button. NDCU Ema v | Hew outiook Data Fie. . |

[ <Beck [ Finen ] [ comcel |
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- =T
A new dialog window P — X]
opens up presenting the Internet E-mail Settings (POP3) |
first page of options for Each of these settings are required to get your e-mall account warking. i
the NJCU account. {
User Information Server Information "
6. Click the “More Your Name: [ e Trcoming mad sscver (POP3) | i ey ed
3 2
Settings...” button. E-mol Address: | rvelasco@micu.ed Outgoing mal server (TP mad ricu.eds
Logon Information Test Settings
Liger Narme: jwelasco After filing out the mformation on this screen, we
recomimeend you best your account by cicking the
Passvird: I buitbon below. (Requires retwork conrection)
[+ Remember password |
| Test Account Settings ... | i
[ Log on using Secune Passwond
Aukhertication (SPA)
[ <tk [ met> | [ canced ||
A new dialog window Internet E-mail Settings !

opens, presenting more @ﬂm P |
configuration settings.

“ My cubgoing server (SMTP) requires authentication

q

7. Click the “Outgoing (%) Use same settings as my incoming mai server
Server” tab ) Log on using ?

8. Click the “My
outgoing server
(SMTP) requires

authentication”
check box. 7 Log on ba incoming mail server before sending mail

9. Verify that the “Use
same settings as my
incoming mail |
server” Radio button 5
is selected.

10. Click OK. (| l
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The Internet Email
Settings dialog box
closes and you are
returned to the Email
Accounts dialog window.

11. Click the “Next”
button

—

'E-mail Accounts

)

Internet E-rnail Seltings (POP3)

Each of these settings are required to get your e-mall account warking. i

User Information

YourName: Nl Welascd
E-“MEH-‘ Wdﬁtﬂ@ﬁku.tm

Logon Information
Liser Name: me
Pasoviord: e
[ emember password

[ Log on using Secune Passwond
Aukhertication (SPA)

Server Information

Tncoming mad sarver (FOP3). | mail nicu,edu
Outgoing mail server (SMTPE il njou, edu

Test Settings

After filing out the nformation on this screen; we
recomimeend you best your account by cicking the
besthon balow. (Requires nebwork cormection)

| Test Account Settings ... |

! 4

[ <tk [ met> | [ canced ||

You are returned to the
opening Email Accounts
dialog page.

12. Click the “Finish”
button to close the
dialog window and
return to Outlook.

Fie
| E-mail Accounts

.

E-mail Accounts

il can select an account and charge Bs sethings o remowve ik,

Outlook processes s-mal for these accounts in the Folloasing order:

Hame
AL

Type ]
POPJSMTP (Def ault)

Deliver reaw e-mal to the Following location:
NDCU Ermad v [ mewoutioak Data Fie... |

NOTE: You can change the account name while the “Internet Email Settings” dialog box is open. This
can be done at the same time as setting authentication or at a later time. To do so, click the
“General Tab”, highlight the old name, and enter a new name, and then exit through the dialog
windows as before or continue with authentication.
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