Importing ranger mail into outlook 2010

Open Outlook
Click File on the top left
In the info tab, click +add account

Choose to manually configure and click next
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Add New Account g
Auto Account Setup
Connect to other server types.
() E-mail Account
L
| Your Mame:
| Example: Ellen Adams
I E-mail Address:
|
Example: ellen@contoso.com
|
Password;: i
| |
Retype Password:
i |
| Type the password your Internet service provider has given you,
|
() Text Messaging (SMS)

@ Manually configure server settings or add'lﬁon%erver types
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Choose Internet mail and click next
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Add New Account

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

i (*) Microsoft Exchange or compatible service

(7)) Text Messaging (SMS)
Connect to a mobile messaging service.
! (") Other
Connect to a server type shown below.
Fax Mail Transport

i Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
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For User Information
Insert your name

For E-mail address put in your User ID@rangers.uwp.edu

For Server Information
For account type choose IMAP

Incoming and outgoing mail servers are both pod51010.outlook.com

For Logon Information

User Name is your email address so again it’s User ID@rangers.uwp.edu

Password is the one that was set for your Ranger mail, either thru activation or active directory.




Add New Account
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

Incoming mail server: [pod 51010.outiook.com |

Outgoing mail server (SMTP): |pod51010.0utiook.com |

Logon Information h
[ User Name: ’ l
Password: ’ l
Remember password

Require logon using Secure Password Authentication (SPA)

User Information Test Account Settings
Your Name: ’ | After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: [ I below. (Requires network connection)
Server Information
Test Account Settings ... ‘
Account Type: [ IMAP [Z”

[/] Test Account Settings by dicking the Next button

’7 More Settings ... ‘

m’ Next > m

Click More Settings on the bottom right




Go to the Outgoing Server Tab and Make sure the box below is checked.

P —————— | I,
Internet E-mail Settings
p—cm— —
| | General [ Sent Items [ Deleted Items |
i Outgoing Server l Connection | Advanced
[¥]My outaoing server (SMTP) requires authentication: !
(@) Use same settings as my incoming mail server
(© Log on using
l User Name: | |
[l Password: | |
1 Remember password
\ [ ]Reguire Secure Password Authentication (SPA)

[ ok || cance ||




Click the advanced tab and fill in the settings as listed below
Imap 993, SSL

SMTP 587, TLS

Internet E-mail Settings m

General | Sent Items I Deleted Items |
Outgoing Server | Connection | Advanced

Server Port Numbers

Incoming server (IMAP): | EEE] Use Defaults

Use the following type of encrypted connection: | SSL E]

Outgoing server (SMTP): 587

| Use the following type of encrypted connection: | TLS E
Server Timeouts
| Short Long 1minute
Folders
Root folder path:

[ ok || cancel ||l

Click OK to accept

Click Next to test it, if the password is the proper one, will login and the account will be on Outlook.

Once created Outlook will download all your email and contacts.

Next step is to create a pst file which you can use to backup your mail.



In the Home tab choose New Item,

Iﬂim:

H ‘ Send / Recei Fold Vi
ile ome | end / Receive older iew
u

@ = i3 Ignore x / '_a _B / :; F&l Meeting
d %= Clean Up ~ @m -

New  New Delete | Reply Reply Forward

E-mail Itemsy &JU"k = } All @g More ~

New | Delete

Respond

Choose More ltems and Outlook Data File

i3 Ignore x
4= CleanUp ~ Delet
elete
| &Junkv

&34 E-mail Message

Post in This Folder

@ Appointment Contact Group
83  Meeting Task Reguest
85 Contact Journal Entry
& Task Note

B Text Message (SMS) Internet Fax

E-mail Message Using »

More Items
(1, online Meetir%

Choose Form...

> Choose InfoPath Form...
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Outlook Data File... h




Name the file whatever you like

= S — B 3
0] Create or Open Outlook Data File S g
@v’ 1. « MyDocuments » Outlook Files v I‘,l [ Search Outlook Files pe) ]
Organize v New folder g== v @
Pl Desktop “  Name : Date modified Type
& Downloads .
(8] My Outlook Data File(1) 6/11/20133:02PM  Outlook Dat

5l Recent Places

4 Libraries
@ Documents
J\ Music
(=] Pictures
B videos

m

1% Computer

€l Network i
| - < m »
File name: My Outlook Data File(2) v
Save as type: [Outlook Data File =
Add Optional
Password
‘4 Hide Folders Tools ~ [ OK ] [ Cancel l

Congratulations, you’ve now backed up your email. You can now link the file in any email program that
sees .pst files.




