BOGAZICI E-MAIL OUTLOOK ACCOUNT CONFIGURATION (POP3)

To add your account and configure your e-mail settings, enter the Control Panel. Click on “Mail
(Microsoft Outlook 2016)".

Then on the newly opened window, click on the “E-mail Accounts” button.
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Click on the “New” button as shown on the screenshot below.
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Select “Manual setup or additional server types” option.
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Auto Account Setup
Manual setup of an account or connect to other server types.
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Select “POP or IMAP” option and click on “Next” button.
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() Office 365
Automatic setup for Office 365 accounts

(@) POP or IMAP
Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
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In the POP and IMAP Account Settings section, fill in the blanks according to your user type.

When writing your e-mail address:
e if your user type is Personnel or Academician, you must use the @bogazici.edu.tr extension,
e if your user type is Student, you must use @std.bogazici.edu.tr extension,
e if your user type is Retired, you must use @retired.bogazici.edu.tr extension,
e if your user type is Part-time Academic Personnel or Researcher, you must use
@pt.bogazici.edu.tr extension.



For the mail servers, you must fill in the blanks with the relevant data according to your user type.

Incoming mail server:

e if your user type is Personnel, Academician, Part-time Academic Personnel or Researcher;
you must use the pop.bogazici.edu.tr.

e if your user type is Student, you must use pop.std.bogazici.edu.tr.

e if your user type is Retired, you must use pop-retired.bogazici.edu.tr.

Outgoing mail server (SMTP):

e if your user type is Personnel or Academician, you must use the smtp.bogazici.edu.tr.

e if your user type is Retired, you must use smtp-retired.bogazici.edu.tr.

e if your user type is Student, you must use smtp.std.bogazici.edu.tr.

e if your user type is Part-time Academic Personnel or Researcher, you must use smtp-
pt.bogazici.edu.tr.
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Ad Soyad We recommend that you test your account to ensure that the
entries are correct.

Email Address: I ad.soyad@bogaziciedu.tr I

Server Information :
Test Account Settings ...

Account Type: POP3 B2

Automatically test account settings when Next is

Incoming mail server: op.bogazici.edutr
popbog dlicked

Outgoing mail server (SMTP): smtp‘bogazicﬂedu.tr

Logon Information
User Name: ad.soyad

Mail to keep offline: Al
Password: RARRERRRERRRRERK K

Remember password

[ Require logon using Secure Password Authentication (SPA)
More Settings ...
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After entering your user name and latest password, click on the “More Settings” button.

Click on the “Outgoing Server” tab and configure the following settings.
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Generall Cutgoing Server §Advanced

My outgoing server (SMTF) requires authentication

@ Use same settings as my incoming mail server

(_)Log on using
User Mame:
Pazsword:

Remember password
Require Secure Password Authentication [SPA)

D Log on to incoming mail server before sending mail

Cancel

By clicking on “Advanced” tab, configure the settings as following.
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General Outgoing Server Advanced

Server Port Mumbers

Incoming server [POP3): Use Defaults

pted connection [SSL/TLS)
QOutgoing server [SMTF):
Use the following type of encrypted connection: f| 5STARTTLS |«

Server Timeouts

Short W Long 1 minute

Delivery

Leave a copy of messages on the server

Remove from server after | 14 ~ | days

|:| Remaove from server when deleted from 'Deleted ltems’
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After clicking on the “OK” button and click on the “Next” button. The next step will test the Account
Settings. After the test is completed successfully, click on the “Close” button.
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: . nsure that the
Test Account Settings

Email Address:

Congratulations! All tests completed successfully. Click Close to continue. Stop
Server Inform;

Account Type:

Incoming mail § Tasks  Errors n Next is
Outgoing mail ¢ | Tasks Status
Log onto incoming mail server (IMAP) Completed
Logon Inform: .
end test e-mail message Completed
User Name:
Password:

[]Require logon using Secure Password Authentication (SPA)
More Settings ...
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Click on the “Finish” button to complete the process and close the remaining screens.
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You're all set!

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




