Setting Up Your KofC Mail Account

This document will guide you in setting up your comuter to receive email with your
KofC address.

I. Email Account Specifics
a. Each active council member has his own email addrésds in the form of

firstname. | ast name@of cdubl i n11637. org.

Your initial password is your member number whian de found on your
membership card. If your membership number wagemwith a leading O,
omit this 0. So if your card reads, “0123456789” yowember number will
be, “123456789.”

If you would like to change your password, pleasetact me and | can show
you how.

We do not keep records of users’ passwords.
Each account has a space limit of 250MB. If yargoaint reaches this limit,

you will not be able to send or receive new messagé! you reduce the
space of your mailbox under this limit.

[I. Common Email Applications

a.

©cooo

There are three common applications that Microdbftdows users encounter
when dealing with email.

Microsoft Outlook (Windows 2000/XP)

Microsoft Outlook Express (Windows 2000/XP)

Windows Mail  (Windows Vista)

Microsoft Outlook is recommended.
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Configuring Microsoft Outlook

a. The Microsoft Outlook icon looks like thi

b. Double click on the icon to open the application.
c. When Outlook opens, go to theols menu and choodemail Accounts. A

T By

window appears that looks like this:

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() add a new e-mail account

%) ¥iew or change existing e-mail accounts)

Directory

() add a new direckory or address book
i Wiew or change existing directories or address books

< Back: .[_ﬂgxl;:s ][ Close

J
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d. Select‘Add a new e-mail account” and clickNext. A window should
appear that looks like this:

E-mail Accounts

Server Type
Yol can choose the bype of server wour nesw e-mail account will work, with,

{_)Microsoft Exchange Server:

Conneck ba an Exchange server to read e-mail, access public Folders, and share
documents,

) pOP3
Conneck b a POP3 e-mail server ko download wour e-mail,
I IMAP

Conneck ko an IMAP e-mail server ta download e-mail and synchronize mailbos
folders.

{JHTTP

Canneck ko an HTTP e-mail server such as Hatmail ko dawnload e-mail and
synchronize mailboy Folders,

() Additional Server Types
Caonneck ba another workgraup or 3rd-parky mail server,

Cancel
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e. SelectPOP3and clickNext. The following window should appear:

f.

E-mail Accounts

Internet E-mail Settings (POP3)

User Information

Your Mame: |

E-mail &ddress:

Logon Information
User Marne:
Password:

Remember password

|:| Log on using Secure Password
Bukthentication (SPA)

Each of these settings are required ko gek vour e-mail account working,

Server Information

Incoming mail server (POP3):

Qukgaing mail server (SMTP:

Test Settings

after filling aut the infarmation an this screen, we
recommend wou kest your account by clicking the
butkon belov. (Requires network connection)

Cancel

Fill out the form with the following values:

Your Name: The name you want people to see when the receieenaail.
E-mail Address: Your KofC e-mail address.

Incoming mail server: mail.kofcdublin11637.org

Outgoing mail server: mail.kofcdublin11637.org

User Name: Your KofC e-mail address.

Password: Your password.

Remember password: Make sure there is a check by this option
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A completed form will look similar to this:

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ko gek vour e-mail account working,

User Information Server Information

Your Name: Matt Selph Incoming mail server (POP3Y  mail, kafedublinl 1637.0rg

E-mail Address:  matt.selph@kofedublinl 16| ©utgeing mail server (SMTPY il kofedublind 1657.0rg

Logon Information Test Settings

User Mame: Latt. selph@kofodubling 16| After Filling out the information an this screen, we
: recommend wou kest your account by clicking the

Password: kb stotobkoh butkon belov. (Requires network connection)

Remember password

Test Account Setkings ... ]

|:| Log on using Secure Password

Bukthentication (SPA) Maore Settings

< Back. ” Mext = l[ Cancel




Setting Up Your KofC Mail Account

g. Click More Settings ...The following window should appear:
‘Internet E-mail Settings

General |Dut|;||:|ing Server | Connection | Advanced

Mail Account

Twpe the name by which you would like to refer to this
accounk, Faor example: "Wark” or "Micrasoft Mail Server”

‘mail.hofedublini 1637.org
Cther User Information - — = = =i

Qrganization:

Reply E-mail;

Ik ] [ Cancel
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| General | ©utgaing Server | Conneckion " n':'-'j‘r'-f.ll_'l!ZQ!i|

[]#v oukgoing server (SMTE) requires authentication;

o) Use same settings as my incoming mail servar

Lig or using

Izer Mame: |

Passigord; |

Rermember password

Log onusing aecure Password Authentcation (SPa&)

Log on to incoming mail server befors =ending mall

o J| concal |
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i. Check thé'My outgoing server (SMTP) requires authentication”
checkbox. This will show more options. Make stie option‘Use same
settings as my incoming mail server’is selected. The window should look
like this:

Internet E-mail Settings ﬁ

General | Dubgaing Server | Copnection | Advanced

[#]#y outgoing server (SMTR) requires authenkication;

@' LIz same settinds as my incoming mail server

O Log onusing

cure Passwaord Authenb

{7 Log on to incoming mail server before sending mail

[ 84 H Cancel ]

j. Click OK. This will take you back one screen. Cli&xt and therFinish.
You can now receive emails with Microsoft Outlook.
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IV. Microsoft Outlook Express
a. Go to the following website:
http://www.microsoft.com/windows/ie/ie6/using/hovide/setup.mspx#E6D

b. Those steps will guide you in setting up your cotepif you use Outlook
EXxpress.

c. You will need the following info to complete thetge:
Type of E-mail server: POP3
Name of incoming e-mail server: mail.kofcdublin11637.org
Name of outgoing e-mail server: mail.kofcdublin11637.org
Account name:  Your e-mail address.
Password: Your password.
SPA Authentication? No

V. Windows Mail
a. Go to the following website:
http://windows.microsoft.com/en-US/windows-vistaiMiows-Mail-setting-
up-an-account-from-start-to-finish#section 5

b. Those steps will guide you in setting up your cotepif you use Windows
Mail on Windows Vista.

c. You will need the following info to complete thetge:
Type of E-mail server: POP3
Name of incoming e-mail server: mail.kofcdublin11637.org
Name of outgoing e-mail server: mail.kofcdublin11637.org
Account name:  Your e-mail address.
Password: Your password.
SPA Authentication? No

VI. Problems
a. If you have any issues with this, please send aailémme at
matt.selph@kofcdublin11637.0org




