Email From Home
Technology Department
Pajaro Unified School District

These are the settings that you need to use to send and receive email from outside the
district network. Further on is this document you will find a walkthrough for setting up
Microsoft Outlook Express. If you need assistance, call the Technology Department at
(831)-786-2170. Y ou will need to obtain your Internet Service Provider’s (1SP) Outgoing
Mail server (SMTP) so that you can send email. AOL does not have an SMTP server
available; you are out of luck. In the example we will be using “first” for your first name
and “last” for your last name.

Display name: First Last

Email address: first_|last@pvusd.net

Incoming Mail server (POP): mail.pvusd.net

Outgoing Mail server (SMTP): Your ISP's SMTP server
Account name: first_last

Be sure to check the option “Leave a copy of messages on the server” or similar option. It
isimportant that you do this so email stays at work and will be available when you are at
work.


mailto:first_last@pvusd.net

Outlook Express Setup Example

1. Start Outlook Express. If you are already using Outlook Express then you should
see the Outlook Express window below. If not, you probably will see the window
on step 5. You can follow the instructions from there.
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2. Go to the tools menu and choose Accounts. Y ou should see the window on the
next page.



Internet Accounts

Al | Mail || News | Directory Service | Add 3
Account Type Connection Bemove

b= Active Directony directary service Local Area MNetwork
% Bigfoot Intemet ... directory service Local Area Metwork Froperties

@ mail prvusd net
!:ﬁ"d'eriﬂign Intemet ...
%"i’lﬂmWhere Inter...

mail {default)
directory service
directony service

Ary Available
Local Area Metwork
Local Area Metwork

Set Order...

Internet Accounts

3. Click the mail tab. Y ou should see the window below.

Al Mail |News | Directory Service |

Account

Type

Connection

Close

1]

4. Click the Add button. Choose Mail. Y ou should see the window on the next page.



Internet Connection Wizard

When you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear.

Digplay name: First Last

For example: John Smith

Back I Mead = l[ Cancel ]

5. Enterinyour first and last name and click Next. Y ou should see the window
below.

Internet Connection Wizard

Intemet E-mail Address

“four e-mail address is the address other people use to send e-mail messages to you.

E-mail address: first_last@pwvusd net

For example: someone@microsaft.com

[ < Back ” Neat = ][ Cancel ]

6. Enter in your email address. Click Next. Y ou should see the window on the next
page.



%)

Internet Connection Wizard

E-mail Server Names

My incoming mail serverisa | POP3 “ | SEMVET.

Incoming mail (POP3, IMAP ar HTTF) server:

mail pvusd net

An SMTP server is the server that is used for your outgoing e-mail.

Cutgoing mail (SMTF) server:

your |5P's SMTP server goes here

[ < Back ” Neot = ][ Cancel ]

6. Enter in the POP server as shown. Enter in your ISP s SMTP server. Click Next.
Y ou should see the window below.

Internet Connection Wizard ['5_(|

Intemet Mail Logon

Type the account name and password your Intemet service provider has given you.

Accourt name: |first_|ast |
Password: ||||-|||-|||| |
Remember password

ff your Intemet service provider requires you to use Secure Password Authentication
{SPA)to access your mail account, select the ‘Log On Using Secure Password
Authentication (SPA) check boo.

] Log on using Secure Password Authentication {SPA)

[ < Back “ Nead ][ Cancel ]

7. Enter in your account name and password. Click Next. Y ou should see the
window on the next page.



Internet Accounts

Al | Mal |News | Directory Service | add b

Account Type Connection Bemove
= mail pvusd net mail {default) Ary Available

*= mail.pvusd.net Properties

General |Senrers | Connection | Securty | Advanced |

Mail Account

Type the name by which you would like to refer to these
servers. For example: "Word" or "Microsoft Mail
Server”.

| ail pvusd net |

User Information

Mame: | First Last

E-mail address:  first_last@pvusd net

|
QOrganization: | |
|
|

Feply address: |

Include this account when receiving mail or synchronizing

[ ok || canced | 2enh

9. Click the Advanced tab. Y ou should see the window on the next page.



¥E mail.pvusd.net Properties

| General || Servers | Connection | Security | Advanced

Server Port Mumbers

Dutgoing mail (SMTF): ze Defaults

[] This senver reguires a secure connection (S5L)

Incoming mail (POP3):

[ ] This server requires a secure connection (S5L)

Server Timeouts
Shot 07— long  1minute

Sending

] Break apart messages larger than |:| KB

Deliveny

[ liLeave a copy of messages on server

el
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| ok || cance || ety |

10. Click “Leave acopy of messages on server” and click OK. Y ou should see the
window below.

Internet Accounts

A Mail |News | Directory Service | Add 3

Account Type Connection
%mail.pwsd.na mail {default) Ary Available

11. Click the Close button. That’sit!



