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2. Webmail
To access inbox, please visit https://mail.embassy.gov.rw:8443
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3. Mobile
Incoming mail server: mail.embassy.gov.rw
Security: SSL
Incoming port: 7993

Outgoing mail server: mail.embassy.gov.rw
Security: STARTTLS
Outgoing port: 587

4. Accessing admin panel

Kindly browse: https://mail.embassy.gov.rw:7071/
Login using admin@embassy.gov.rw

5. Adding members to a group email
Once in the inbox of the group email, go to Preferences – Mail – Forward a copy to the people’s email separated by comma. Finally, click on save on the top left.[image: ]
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Add Account

Choose Service

(O Outiook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access emal, calendars, contacts, and tasks

(@ POP or IMAP
Connect to a POP ar IMAP email account
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: KAREGA Jean Bosco

Email Address: bkarega@embassy.gov.rw
Server Information

Account Type: IMAP ~

Incoming mail server: mail embassy.gov.nw
Outgoing mail server (SMTP): | mail embassy.gov.w
Logen Information

User Name: bkarega@embassy.gov.rw

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

Automatically test account settings when Next is
clicked

Mail to keep offline:  All

More Settings ...
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Internet E-mail Settings

General Outgoing Server Advanced

Server Port Numbers

Use Defaults.

Incoming server (IMAP)

Use the following type of encrypted connection: | SSL

Outgoing server (SMTP)

Use the following type of encrypted connection: |Auto

Server Timeouts

Short ¥ Long 1 minute

Folders

Root folder path: |

Sent ltems

[[] Do not save copies of sent items

Deleted Items

[ Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when the items

in the mailbox are purged.

Purge items when switching folders while online
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Usemame:
Password:

B Stay signedin
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Welcome to Microsoft Outlook 2016 X

Welcome to Qutlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.
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Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange Online account
as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync accounts.

Do you want to set up Outlook to connect to an email account?

@ Yes
ONo

e ot




image4.jpeg
Add Account x

Auto Account Setup
Manualsetup of an account o connect to other server types.

O E-mail Account

Your Name; KAREGA Jean Bosco

Example; Ellen Adams

Email Address;  [bkarega@embassy.gownw.

Exomple; ellen@eontoso,com

Type the passward your Intermet serice provider has given ya

(® Manual setup or additional server types.
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