How to set up your Averett email account in Microsoft Outlook

1. Open Microsoft Outlook

2. Click on “Tools” – “Email Accounts”

3. Select “Add a new email account” – click “Next”

4. Select POP3 – click “Next”

5. Enter your personal user & logon information*, and the server information as shown here:

**This is the username and password you currently use for Averett email, Blackboard, & IQ.Web
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Each of these settings are required t get your e-mal account working,

User Information
VourName: (3o Doe

Exmal Adcesst [jdoemaverett ecs

Logon Information

UserName:  [jdos

Passuord: ]

emember password

[tog on using Secure Password
Authentication (5P#)

Server Information

Incorming mai server (POPS): [owa,averet cdu
Outgoing mail server (SMTP): [oua,averett cdu
Test Settings

After filng out the information an this screen, we

recommend you test your account by cicking the
button below. (Requires network connection)

Test Account Settings
More Settings





6. Click “More Settings”

7. Configure the settings in each tab as shown in the following screenshots:
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8. Click “OK” – “Next” – “Finish”

