Email Setup Information

Host Name mail.3tformingnorth.ca
Incoming IMAP Server Port 110

Outgoing Server Port 587
Address/Username Password
admin3tformingnorth. 3tf2014!11
nick@3tformingnorth.ca 3tf2014'a
todd@ 3tformingnorth.ca 3tf2014!b
travis@ 3tformingnorth.ca 3tf2014!t
trevor@3tformingnorth.ca 3tf2014!ca

Set Up IMAP - iPhone™, iPad™, iPod®
To set up IMAP, do the following:

1. Tap Settings, Mail, Contacts, Calendars, Add Account, Tap Other and then Add
Mail Account.

2. Enter the following information in the spaces provided:
« Name—Enter your first and last name. This is the name that will appear in
the From field of messages you send.
o Address—Enter your entire email address above.
« Password—Enter the password for your email account.
o Description—Enter a descriptive name for the account (e.g., Work Account). This
description will be visible only to you.

3. Tap the Save button.
Note: If IMAP is not already selected, tap the IMAP button.

4. Under both the Incoming Mail Server and Outgoing Mail Server sections, enter
the following information:
e Host Name — Enter the Host Name listed above



o User Name — Enter your entire email address above.
o Password — Enter the password for your email account.

Incoming Mail Server

Host Name

User Name

Password eesesessee
Outgoing Mail Server
Host Name

User Name

Password eesessssse

5. Tap the Save button and the device will verify settings and return to the Mail,
Contacts, Calendars screen.

Syncing your IMAP folders on your iPhone - How to subscribe to folders

If you set up the IMAP mail account on your iPhone, you may not find the IMAP
folders in your Inbox folder. If this is the case, you'll need to specify the IMAP path
prefix.

You can enter in the IMAP path prefix by going to Settings > Mail > Account >
Advanced > IMAP Path Prefix.

Enter the word "INBOX" (use all caps) and save the setting. Now, your folders
should appear as subfolders in the Inbox.

Configure Default Folders
1. Tap Settings, Mail, Contacts, Calendars, Select your account, scroll down
and Tap Advanced
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Under Mailbox Behaviors, tap Drafts Mailbox.
Under On the Server, tap Drafts.

Tap Advanced and Tap the Sent Mailbox.
Under On the Server, tap Sent.

Tap Advanced and then Tap Deleted Mailbox.
Under On the Server, tap Trash.



Set Up IMAP - Android®

To set up IMAP, do the following:

1) Find and click E-mail on your Android phone. OR go to Settings --->
Accounts and add a new account. Standard (Personal) Imap email.
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2) Enter your e-mail address and password and then press Next.

Account setup

You can set up your account in
just a few steps.

email-address@yourdomain.com

Manual setup Next

QWERTYUI OFP

A SDFGHJKIL

4 ZXCVBNMea

23 , . Done




3) Select IMAP.

Account setup

What type of account is this?

POP3

IMAP

Exchange

4) Enter the following incoming server information and press Next when

finished:
Field Data
Server mail.yourdomain.com
Port 143

Security type None



Account setup

Username

email-address@yourdomain.com

Password

Server

mail.yourdomain.com

Port

587

Security type

None

IMAP path prefix

Optional

Previous MNext

5) Enter the following outgoing server information and press Next when

finished:
Field Data
SMTP server mail.yourdomain.com
Port 587
Require signin Checked
Username Your full e-mail address

Password Your e-mail address password



6) Give this account a name and enter Your name. It is suggested to use
your e-mail address as the account name to differentiate it from any other
e-mail accounts you may set up on your phone.



Configuring Your Account

1. Open Outlook

1. On the first page of the wizard, click Next.
2. On the E-mail Accounts page of the wizard, click Next again to access

the Add Account screen.

2. On the Auto Account Setup page, ensure that Email Account is selected and then

enter the following information:

a. In the Your Name field, enter your name as you want it to appear on your emails.
b. E-mail Address field, Enter your entire email address above

c. Password field, enter your password. Re-enter the password in the Retype
Password field.

d. Click Next.

Auto Accowmnt Setup
Outiaok can subemabcally configure many emad sommbs,

(@) E-mail Account

|'I'u-nn:|l Trojan
Example: Ellen Adams

E-madl Acdress: | tirojan@usc.edy |
Example: ellen@oontoso.oom

Fetype Fassword: | ---------- |
Type the passwaord your Internet senvice prowider has given you.

() Manal s=tup or additional senver types




Configure Auto Archive in Outlook
7) Open Outlook and click on Tools \ Options

Tools | Actions Help

Send/Receve 3

Instant Search 3
[l  Address Book... Ctrl+Shift+B
%5 Organize

B

Rules and Alerts...

Mailbox Cleanup...

fa] Empty "Deleted Iterns" Folder
Forms »
Macro 3

Account Settings...
Trust Center...

Customize...

Options...

8) Click on the Other tab and click the AutoArchive button.

| Preferences | Mail Setup I Mail Format | Speling | Other |

General

.| [C]Empty the Deleted Items folder upon exiting
w Make Cutlook the default program for E-mail, Contacts, and Calendar.

Default programs. .. ] [Ad'u'anced Options...

Autoarchive
-@ Manages mailbox size by deleting old items ar moving them to an archive file

and by deleting expired items.

Autoarchive...



http://www.howtogeek.com/howto/microsoft-office/configure-autoarchive-in-outlook-2007/

9) This is also where you decide when to clean out old items and the location
to move them to. Of course you can always select to permanently delete
old items if you do not want to keep them around any longer.

F 3
Autofrchive @'ﬁ

Run AutoArchive every |20 = days

Prompt before AutoArchive runs
During Autoarchive:
Delete expired items (e-mail folders only)

archive or delete old items
Show archive folder in folder list
Default folder settings for archiving

Clean out items older than | & =

@ Move old items to:
C:Wsers\istapain\AppDataiLocal\MicrosofthC

(7 Permanently delete old items

[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dlick
on the folder and choose Properties, then go to the
AutoArchive tab.

Retention policy

rll

: ; The network administrator has not set retention polides,

Fetention Policy Informatior. ..

[ Ok ] [ Cancel




