Outlook 2003 IMAP Instructions
For Faculty and Staff

This guide will instruct you how to set-up Microsoft Outlook 2003 to use your
Bloomsburg University campus e-mail account.

[**Make sure Office 2003 is up to date. Visit the Microsoft Office update site at
http://officeupdate.microsoft.com and check for updates.**/

1. Go to Start->Settings->Control Panel
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2. Choose ‘Mail’
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3. Choose ‘E-mail Accounts...’.
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4. This will open a wizard that will set up your email account. Select ‘Add a new e-mail
account’ then click “Next’.

E-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

& add a new e-mail account

" View or change existing e-mail accounts

Directory

" Add a new directory or address book

™ View or change existing direckories or address books
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5. Select IMAP then click next.

E-mail Accounts

Server Type
You can choose the bype of server wour new e-mail acount will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
docurnents,

() POP3

Connect to an IMAP e-mail server to download e-mail and synchronize mailbo
Folders,

(CJHTTP

Conneck ko an HTTP e-mail server such as Hatmail ko download e-mail and
synchronize mailbox Folders,

() Additional Server Types
Connect to another workgroup or 3rd-party mail server,
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6. Enter your full name, E-mail address, IMAP/SMTP server addresses (the incoming
server is “webmail.bloomu.edu” and the outgoing server is “webmail.bloomu.edu”). It is
recommended for security reasons to uncheck the box that says “Remember Password”
when using a shared conmputer. After all information is entered, click “More
Settings...”.

E-mail Accounts E|

Internet E-mail Settings (IMAP)
Each of these settings are required ko gek ywour e-mail account warking,

User Information Server Information
Your Mame: Yaur Name Incoming mail server (IMAPY: | webmail,bloory, edu
E-mail Address: | cerid@bloomu. edu Dutgoing rail server (SMTPY | webmail, bloomu. edu

Logon Information

ser Mame: L=erid

Password:

[ 1Remember password:

|:| Log on using Secure Password Mare Settings ...

Authentication (SPA)

< Back ” Mext = l[ Cancel
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7. Click the “Outgoing Server” tab.

Internet E-mail Settings

General |Outgu:uing Server | Conneckion | Advanced

Mail A ccaunt

Type the name by which wou would like to refer to this
account, For example: "Wark” ar "Microsaft Mail Server”

ebrnail, bloomu, edu |

Cther User Infarmation

Qrganization: | |

Reply E-mail: | |

(04 l [ Zancel
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8. Check “My outgoing server requires authentication™.

Internet E-mail Settings

izeneral | Dutgoing Server |Cu:unneu:tiu:un &dvanced

[¥]3y oukgoing server (SMTF) requires authentication;

{3_} Use same setkings as my incoming mail server

{:} Log an using

Remember passward

Log on using Secure Password Authentication (SPA)

(04 ] [ Cancel
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9. Click on the “Advanced” tab. Make sure both of the “This server requires a secure
connection(SSL)” boxes are checked.. Change the SMTP port to 587 and verify the
IMAP port is set to 993. Click OK then Next to continue.

Internet E-mail Settings ['5_(|

General || Oukgoing Server Cu:unneu:tiu:un| Advanced
Server Port Murbers

Incoming server (IMAP): Use Defaults

This server requires an encrypted conneckion (33L)

Qutgoing server (SMTPY: 557|

[#]iThis server requires an encrypted conneckion (S5LY

Setver Timeouts

Shork 1 Long 1 minute

Folders

Rook folder path:

Ik ] [ Cancel
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10. Next Click “Finish” and you are done configuring Microsoft Outlook for use with
your email account.

E-mail Accounts

Congratulations!

vou have successfully entered all the information required ko
setup your accaunk,

To close the wizard, dlick Finish.

< Back. [ Finish

11. Open Outlook and click the “Send/Receive” button to check your mail.
-ﬁ Send/Receive -




