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Changing Email Storage Settings

Summary

As email storage quotas are now being enforced to help improve stability and performance, it is
important that your email client is configured correctly.

No email should be left on the email server for more than 7 days, otherwise you run the risk of
reaching your email storage limit and emails being blocked until you clear your email storage. To limit
the above from occurring, please configure your email client as per the instruction below:

Outlook 2013/0Outlook 2010

Open Account setting for Outlook click “File”
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Deleted ftems

Drafts

Jake Yeoman
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Inbax
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Deleted Hems

Junl E-msil

Outhos

Search Folders
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e — _ —

Then select “Account Settings” and “Account Settings” from the drop down list
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Inbox - storeBemeilcom - Dutiook Ti= 8 X

Account Information

51 store@email.com
= popsmTe

& Add Accourt

m Account and Social Metwork Settings

Change settings for this acoount or st up mere connections.

_' Connect to socisl nebworks,
T
- Mailbox Cleanup
o Manage the sze of your mailbox by emptying Deleted lbems and archiving.
Cleanup
Tk <
a Rules and Alerts

=1 e Rules ard Alerts to halp coganize your incoming e-mail massages, and receive
Manage Rules updates when ibems ane added, changed, or remaved.

=] Slow and Disabled COM Add-ins
E: 2 Mdanage COM add-ins that are sffecting your Duticok experience.

Select the account you wish to update and click “Change”

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

E-mail Data Files | RS5 Feeds | SharePoint Lists I Internet Calendars | Published Calendars | Address Buukj_

of New... 30 Repdl. Set as Default X Remove 4 &

Mame Type
ﬂ Private Folders Microsoft Exchange [send from this account by def...

store@email.com POR/SMTP

Selected account delivers new messages to the following location:

Change Folder  store@email.com\inbox
in data file C\Users\jakeyDocuments\Outlook Files\store@email.com.pst

Click “More Settings”
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POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: 'm Mame ' We recommend that you test your account to ensure that
. = the entries are corract.

Email Address: store@email.com

Server Information

| Test Account Settings ...

Account Type: POP3

) . T | Automatically test account settings when Next
Incoming mail server: mail.server.com is dicked = g

Outgoing mail server (SMTP: | mail.server.com
Logon Information

User Name; |test

Password: .

Remember password

[ ] Reguire logon using Secure Password Authentication

(SPA)

Click the “Advanced” tab and update the “Delivery” Settings to the following
Tick “Leave a copy of message on the server”

Tick “ Remove from server After 3 Days”

Tick “Remove from server when deleted from Deleted Items”

Click “OK”
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General | Outgoing Server Advanced |

Server Port Numbers

Incoming server (POP3): 110 | Use Defaults

[ ] This server requires an encrypted connection (55L)
QOutgoing server (SMTP: | 25

Long 1 minute

Leave a copy of messages on the server

[v| Remove from server after | 3 Ii| days

[¥]:Remove from server when deleted from 'Deleted Items’

Click the “Next 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: |Stnre Mame ' We recommend that you test your account to ensure that
i the entries are correct.

Email Address: | store@email.com

Server Information

| Test Account Settings ...

Account Type: | POP3

- | Automatically test account settings when Next
Incoming mail server: mail.server.com is clicked Y =

OQutgoing mail server (SMTP): | mail.server.com
Logon Information
User Name: test

Password: ERAR

Remember password

[ ] Reguire logon using Secure Password Authentication

| More Settings ... |

then click “Finish”

You're all set!

We have all the information we need to set up your account.
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Outlook 2007

Select Tools | Account Settings.

Iﬁ_{ Inbox - Microsoft Cutlook (Trial)

n‘.&_ i

" File Edit View Go Tools Actions Help Type & question for help -

: 3dNew v | X | 4 Reply Send/Receive » Receive - 41
Mail » Instant Search 3 E]H
Favorite Folders A 4] AddressBook..  Ctrl+Shift+B

L] Inbox %4 Organize |
& Unread Mail ,
LT_E Sent ltems "ﬁ Rules and Alests:. ’
, Mail Folders A Mailbox Cleanup...

gjg.n Mail Items o (3] Empty "Deleted ltems” Folder E

= 26F Personal Folders 4 Forms »
_Q Deleted Items | | Macro :
L7 Drafts 1

® [ Inbox Account Settings... g |
L@ Junk E-mail Triist Coumir
L4 Outbox 4
""" Customize...
) Mail Options...

Bua e -]

Select your Email Mail account, then click “Change”.
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E-mail Accounts
You can add or remaove an account. You can select an account and change its settings.

E-mai | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

(g New... 3% Repair. ¢ % Change... @ et as Defaul X Remove # &

[
| Name Type

POPSMTP (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:
Personal Folders\Inbox

Click the “More Settings” button.
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Your Mame: I After filing out the information on this screen, we
recommend you test your account by diddng the

E-mail Address: ' button below. (Requires network connection)

Server Information

| Test Account Setiings ... |

Account Type: POP3 ﬂ[

Incoming mail server: !
Outgoing maill server (SMTP): ;
Logon Information

User Name:

Password:

[V] Remember password

[ Require logon using Secure Password Authentication (SPA)

Select the “Advanced” tab.

Click the “Advanced” tab and update the “Delivery” Settings to the following
Tick “Leave a copy of message on the server”

Tick “Remove from server After 3 Days”

Tick “Remove from server when deleted from Deleted Items”

Click “OK”
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Internet E-mail Settings [
General | Outgoing Server | Connection | Advanced '
Server Port Numbers

Incoming server (POP3): 110 Use Defaults
|| This server requires an encrypted connection (SSL)
' Outgoing server (SMTP): 587
' Use the following type of enarypted connection: -r_
|| Server Timeouts
| Short “/ " Long 1minute
| | Delivery

ave a copy of messages on the server

@.

mave from server after | B

| |Remove from server when deleted from ‘Deleted Items'

e

Elick “Next”
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Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: | After filing out the information on this sareen, we
! ! recommend you test your account by dicking the
E-mail Address: i button below, (Requires network connection)
— Test Account Settings ...

Account Type: 'POP3 IE' -
| |

Incoming mail server: '
| .

Outgoing maill server (SMTF):

Logon Information

User Name: ‘

Password: |

Remember password
[ | Require logon using Secure Password Authentication (SPA) | More Settings ... |
<pack ([ text> ) comce

Click “Finish” o o o
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Add New E-maif Account” " [N aa— . - e

You have successfully entered all the information reguired to setup your
account.

To dose the wizard, didk Finish.

i o D |

Windows Live Mail

Click on “Menu”, “Options”, then “Email account”
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)
New 4 Mail...

m save » (1) Email accounts...

ﬁ; Print ¥ Newsgroups
[5 Import messages :'.\\ Feeds...

Export email > @ Safety options...

@ About
-

I_L; Exit

Click “Properties”
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i -
Accounts g

Set up new email accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first.
Mail -~
t example (Default | Add.. J
Account
i‘ ) [ Remove ]
Contacts Directory v —_ _
L Propetties 3
Set as Default
.
Close
. i

Click the “Advanced” tab and update the “Delivery” Settings to the following
Tick “Leave a copy of message on the server”

Tick “ Remove from server After 3 Days”

Tick “Remove from server when deleted from Deleted Items”

Click “OK” and close the properties window
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.

# | example (address) Properties .S

| General | Servers | Security | Advanced

Server Port Numbers

Outgoing mal (SMTP)

This server requires a secure connection (S5L)
Incoming mail (FOP3):

This server reguires a secure connection (S5L)

Server Timeouts
Shot ~—— Llong 1minute

Sending
ak apart messages largerthan 60

Delivery

Leave a copy of messages on server

V| Remove from server after | dayis)
Remove from server when deleted from Deleted kems,

Thunderbird

Push “Alt” on your keyboard this will open the option bar at the top of Thunderbird click “Tools”
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L com = Iy

| Ble Edt View Go Message [Took) Help

e it e e L e e

[_.:t;.l Get Mail - iji' Write i Address Book Ctrl=Shift-B
T A g ...__..__..:_:...__..._..._...____.._ I FB ctﬂ.-J O i L
l L= demo@this-is-a-demoa.com -
e _J Add-ons T A
© AllFolders 4 | S
b 8 Local Folders | i emo@this-
£ Message Filters..,
(®, Inbox | Biin Filters on Folder |
"Z Deleted Run Fifters on Meccage
! Run Junk Mail Contrels on Folder
I Delete Mal Marked as Junk in-Folder
|
| [mport...
Errer Conscle
: |
i ‘ Account Settinge...
.' ! Qptions...
. Accounts
g | o 1 o B 1 Al ol - ko o T B B o
i fr} View settings for this account
!

On the left of the “Account Settings” Iwindow, click “Server Settings” under the email account
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aLocol Folders

Junk Sethings

Dhsc Space Account Name:  demo@this-is-a-democom

Server Semings Default Identihy

Copies & Folders Eazh sccount has an identrty, which iz the information that sther people see
Compesition 8 Addressing wiven they read your miessages.

Junk Settings Vour Marme: First Last

ﬂﬂlic splct PP AEARIAE - L S e e e e e e S
Retum Receipts Email Address: demo@this-is-a-dema.com

Security Reply-to dddress:

DLrthing Server (SMTR} Crnganisatione

Signature text: L] Use HTML (e.g., <bxbold</b>)

[ Attach the signature from a file instead (text, HTWL, or image):

[7 Ateach my vCard to meseages Edit Card...

Cigtgoing Server (SMTPL % My ISP s SMTP server - smbpumyisp_com (. = l

| Bdanage identities.. |

ook ]| Concd ]

Tick “Leave Messages on server”
Tick “For at most 3 Days”

Tick “Until | delete them”

Click “OK”
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:r.;l_...;..;;fi;n.l.ﬁp;.;;. ———
- : hmr
| Junk Settings
Dise Space | Server Type:  PORP Mail Server
?Jdtmuﬂ:thlirls-a-d&mo.c em....

ServerMame:  mail smartyhostcomau  Pork: ]_1|:|~% Default: 110
Server Settings |

Copies & Folders :
Composition & Addressing

| Userbleme:  demo@this-is-a- demo.co

Seunity ettings
Juenk Settings | | ! ; -
Disc Space | Connectioncacurine - NDRRLSS S S ] i ]
Return Receipts | Authentication method: | v
| ety |
| Outgoing Server (SMTF) | Server Settings

| Cheel for mew meccages at tafup
V| Chedk for new messages every 105 minutes

| Awtomastically downlesd new messages.

7 Leave messages on server
] Far at most days
[ Mntil | delete them

| Ernpty Debeted folder on Exit [ﬁ-:l:u:amed...

Local directory:
: Cohllserstlocal_user App Data\Roaming' Thundesbird | Profrles) Browse...

feccount Actions T

[gomes ]

Apple OSX Mail

Open the Mail app, then choose Preferences from the Mail menu.
Click Accounts, then select your POP account from the list of accounts.
Click the Advanced tab.

Tick “Remove copy from server after retrieving a message” and set this to “After one week”
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@ L] Accounts
&'J‘

0 @ A GD / 9}” N>

General Accounts Junk Mail Fonts & Colors Viewing Composing Signatures Rules

Account Information Malloox Behaviars A ad]

@ Work

POP

Automatically detect and maintain account settings
g Home ) )
Include when automatically checking for new messages

Remove copy from server after retrieving a message:

After one week g Remove now

Prompt me to skip messages over KB

Check with your system administrator before changing any
of the advanced options below:

Port: 4] Use S5L

Authentication: Password H

Allow insecure authentication

Close Mail preferences to save your settings

Apple Mobile Devices Mail

Go to Settings | Mail | Accounts.

Tap the email account that you want to change.

Tap Advanced, then tap Remove.

Choose a time frame. Please set this to “After one week”
Tap Done to save your settings
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aaee T 9:41 AM
€ Account Advanced
MAILEOX BEHAVIORS

Drafts Mailbox

Sent Mailbox

Deleted Mailbox

Archive Mailbox

MOVE DISCARDED MESSAGES INTO

Deleted Mailbox

Archive Mailbox

DELETED MESSAGES

1005 -

Remove After one we

SIMIME

S/MIME

Android Mobile Devices Mail

Tap the 3 Lines at the top left corner
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= customersmtponly@ozco....

[ 1 O Q

Tap “Manage Accounts”
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= customersmtponly@ozco.net

Iy Show all folders

ANAGE ACCOUNTS

Tap the email account you want to update
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+ W

< Manage accounts

customersmtponly@ozco.net

Scroll down and tap “More Settings”

Printed on 2026/10/21 12:07

https://wiki.imagatec.com.au/


https://wiki.imagatec.com.au/lib/exe/detail.php?id=customer_portal%3Aguides%3Aemail_settings&media=customer_portal:guides:email_settings:andriod3.png

2026/10/21 12:07 23/25 Changing Email Storage Settings

< customersmtponly@ozco.net

Default account

Set this account as the default for sending
emails.

Password
Edit your password.

Notification settings

Email notifications

Receive status bar notifications when emails D
aArrive,

MNotification sound

Vibrate

Scroll down tap “Incoming settings”
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sa% ] 9:24 AM

< More settings

customersmtponly

Always Cc/Bcc myself

Include my email address in Cc/Bec line
Show images ]

Security options

Set advanced email security options.

Data usage

Number of emails to load
25

Server settings

Incoming settings

Outgoing settings

Set “Delete email from server” to “Never”
Tap “Done”

https://wiki.imagatec.com.au/ Printed on 2026/10/21 12:07


https://wiki.imagatec.com.au/lib/exe/detail.php?id=customer_portal%3Aguides%3Aemail_settings&media=customer_portal:guides:email_settings:andriod5.png

2026/10/21 12:07 25/25 Changing Email Storage Settings

=

RUE T 4 sl 9:24 AM

< Incoming settings

Username

Password

ELLE LI L Ll

POP3 server
gromit.ozco.net

Security type

None -

Part
15110

Delete email from server
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