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Configuracion de correo electronico en Microsoft Outlook

Para abrir la seccidn de configuracién de la cuenta en versiones Outlook 2007 y anteriores vaya el

menu Tools (Herramientas) y seleccione Account Settings (configuracion de la cuenta). Para

versiones 2010 y 2013 seleccione el menu File (Archivo), localice el botdn Account Settings

(Configuracion de la cuenta) como se ve en la siguiente imagen:

©

Account Information

Open & Export —
E usuario@cicese.mx
=
SR A POP/SMTP
4 Add Account
Save Attachments
F Account and Social Network Settings
A als Change settings for this account or set up more connections.
Account Connect to social networks.
Settings

Office Account 5
| Account Settings...
.{} Add and remove accounts or

change existing connection settings.

Options

o _® Social Network Accounts

& : 3
) Configure Office to connect to
social networks.

Exit

En la siguiente ventana ubiquese en la pestaina E-mail (Mail) y seleccione su usuario, de doble click

o seleccione la opcidon Change (Cambiar)

Inbox - usuario@cicese.mx - Outlook
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Account Settings &J

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files ] RSS Feeds ] SharePoint Lists ] Internet Calendars ] Published Calendars l Address Books

&g New... e Repair... ﬁ‘ Change... )( Remove . 4
Name Type
|
0 usuario@cicese.mx POP/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

Change Folder | usuario@cicese.mx\Inbox

in data file C:\...\Outlook Files\usuario.pst

Close

Verifique que sus datos personales estan correctamente escritos, también asegurese de que el

nombre del servidor es el que le corresponde, después seleccione el botén “More settings” (mas

configuraciones)
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= T > ™y
Change Account ‘_ LE-J

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Nombre del Usuario We recommend that you test your account to ensure that
| . the entries are correct.
u Email Address: usuario@cicese.mx

Server Information

[ Test Account Settings ...
Account Type: POP3
Incoming mail server: P [V] Automatically test account settings when Next

is clicked
Outgoing mail server (SMTP): | servidor.cicese.mx

Logon Information
User Name: usuario
Password:

["]Remember password

[T]Require logon using Secure Password Authentication

Back L Next > J [ Cancel }

Seleccione la pestafia Advanced (avanzado), palomee la casilla para indicar que requiere SSL,

automdaticamente debe cambiar el servidor de entrada (POP) a 995

Indique en la casilla Outgoing Server (SMTP) 465 y seleccione como tipo de encriptacién SSL
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Internet E-mail Settings

S

[ General ] Outgoing Serverl Advanced I

Server Port Numbers

95| Use Defaults

@ his server requires an encrypted connection (SSL)
Outgoing server (SMTP}:
rr Use the following type of encrypted connection: JSSL

Incoming server (POP3):

Server Timeouts
Short J Long 1 minute
Delivery
[¥] Leave a copy of messages on the server
[V] Remove from server after 14 |2 days

["] Remove from server when deleted from 'Deleted Items’

[=]

l [ Cancel

OK
—

Seleccione la pestafia Outgoing Server (servido

r de salida) y palomee la casilla que indica que el

servidor requiere autenticacion, seleccione el boton OK para guardar los cambios realizados
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| General | Outgoing Server | Advanced |

S

) Log on using

y outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

User Name:

|
|
L
|
|

Pa wrd:

Remember password
Require Secure Password Authentication (SPA)

) Log on to incoming mail server before sending mail

Enseguida seleccione el botdn Next (Continuar).

Incoming mail server:

User Name:

Change Account

POP and IMAP Account Settings
Enter the mai server settings for your account,

User Information

Your Name: Nombre del Usuario

Email Address: usuario@cicese. mx

Server Information

Account Type: POP3 v

servidor.cicese.mx

Outgoing mail server (SMTP):  servidor.cicese.mx

Logon Information

usuario

Password:

[} Remember password

"] Require logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

[V] Automatically test account settings when Next
is clicked




CENTRO DE INVESTIGACION CIENTIFICA Y DE EDUCACION

@._ SUPERIOR DE ENSENADA, BAJA CALIFORNIA

CICESE

Departamento de Cémputo / Direccion de Telematica

HOJA 6 DE7
GUIA-2014-
DOCUMENTO
SCOMO01-2
VERSION 1.0
FECHA 1-JUN-2014

Outlook

Guia rapida para configuracién de correo electronico en Microsoft

Iniciara un proceso de verificacién de la configuracidén y proporcione su clave de acceso

Test Account Settings

Tasks | Errors

Outlook is testing the account settings you entered.

Tasks

Send test e-mail message

P Log onto incoming mail server (POP3) In Progress

Status

¥ Bl
Internet E-mail - vrico @

1?\.) Enter your user name and password for the following server.
3

Server servidor.cicese.mx

User Name: | ysuario

Password: cesccccccce

[ save this password in your password list

oK ] [ Cancel ]|J

Sl todo es correcto, mostrara una ventana como la siguiente indicandolo; hacer click en el botdn

Close (cerrar).

Test Account Settings s s

continue.

Tasks | Errors

Congratulations! All tests completed successfully. Click Close to Stop

Close

Tasks Status
s//Log onto incoming mail server (POP3) Completed
JSend test e-mail message Completed

Seleccionar el botdn Finish (Terminar).
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You're all set!

We have all the information we need to set up your account.




