How do | setup an email account?

1. Inside the email setup wizard, you will be prompted to type your name in the Display name box and then click
the Next button.

Internet Connection Wizand E'

Your Hame

YWhen yau zend e-mail, your name will appear in the From figld of the autgaing meszage.
Type vour name az you would like it to appear.

Dizplay name: |Jchn Smith

For example: John Smith
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2. Type the email address you will be receiving messages from: cuxyz@eiu.edu, cgxyz@eiu.edu or
cxxyz@eiu.edu.
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Internet E-mail Address

Your e-mail address iz the address other people uze to zend e-mail meszages to pau.

E-mail address: ||:u:-:_l,lz@eiu.edu

For example: someonei@microzoft com
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3. Select POP3 as the incoming mail server. And pen.eiu.edu as the incoming server and SMTP outgoing
server.
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E-mail Server Mames

by incoming mail zerveriza | POP3 W | SEIYE.

Incoming mail [POP3, [MAP or HT TP server:

pen.eiu.edu

An SMTP =zerver iz the zerver that iz used for your outgoing e-mail.

Qutgoing mail [SMTFP] server:

pen.eiu.edu
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4. For better safety on your email messages, deselect the Remember password checkbox.
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Internet Mail Logon

Type the account name and pazsward your [nternet service provider has given you.

Account name: | CLINYZ

Pazswoard: |

[ [Remember password

[f wour Internet zervice provider requires vou to use Secure Passward Authentication
[SPA] to access vour mail account, select the 'Log On Using Secure Passward
Authentication [SPA]' check bos.

[ ] Log on using 5 ecure Pazsword Authentication [5PA)
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5. You have now completed the setup of your account. Click on Finish.
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Internet Connection Wizard

Congratulations

Yaou have successfully entered all of the infarmation required ta st up paur accaunt.

To zave these zettings, click Finish.
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6. After you have an internet connection, click the Send/Recv Button at the top to check your mail. Please contact
us if you think everything is set up correctly, but you're still having problems



