Outlook 2007 IMAP Instructions
For Faculty and Staff

/**Make sure Office 2007 is up to date. Visit the Microsoft Office update site at
http://officeupdate.microsoft.com and check for updates.**/

1) Go to Start and click Control Panel.
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2) Double Click on Mail.
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3) You should now be at a screen that looks like this. Click on ‘E-mail Accounts’.

Mail Setup - Outlook

E-mnail Accounts

& 3 Setup e-mail accounts and direckaries. [ E-mail &ccaunts. .. l

Data Files

4, “hange settings for the files Dutlook uses to [ Data Files, .. ]
% stare e-mail messages and documents,

Prafiles

Setup mulkiple profiles of e-mail accounts and [ =how Profiles. . ]
data Files. Twpically, vou only need one.

Close
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4) Make sure that ‘Microsoft Exchange’ is selected and click next.

Add Mew E-mail Account

X)

Choose E-mail Service

(%) Microsoft Exchange, POP3, IMAP, or HTTP:

Conneck to an e-mail account at vour Internet service provider (ISP or wour
arganization’s Microsoft Exchange server.

(") Oother
Connect bo a server bype shown below,

Mext = ][ Cancel
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5) Click “‘manually configure’ then click next.

Add Mew E-mail Account

Auto Account Setup

[#]1Manually confiqure server settings or additional server bypes:

< Back “ Mext = ][ Cancel
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6) Choose ‘Internet E-mail’ then click next.

Add Mew E-mail Account

Choose E-mail Service

Conneck to vour POP, IMAR, or HTTP server to send and receive e-mail messages.

(") Microsoft Exchange
Connect to Microsoft Exchange For access to wour e-mail, calendar, contacts, Faxes and vaoice mail,

) other
Conneck to a server bype shown belaw,

< Back “ Mext = ][ Cancel
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7) On this screen fill in “Your Name’, ‘E-mail Address’, and ‘User Name’. In the
incoming mail severs field, enter “‘webmail.bloomu.edu’ In the outgoing mail server field,
enter ‘webmail.bloomu.edu’. It is recommended that you do not store your password for
security reasons when using a shared computer. Click on ‘More Settings...".

Add Mew E-mail Account §|

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking,

User Information Test Account Settings

Your Marne:! vaur Mame Here After filing out the infarmation on this screen, we
recammend vou test vour account by clicking the

E-mail Address: userlD@bloomu. edu button below, (Requires network conneckion)

Server Information

Tesk Accounk Setkings ...

Account Type: IMAaP b
Incaming mail server: webrnail, bloomu, edu
Cukgoing rail server (SMTPY | abmail bloomu, edu
Logon Information

User Mame: userID)|

Password:

[Jremember passward

[]require logon using Secure Passwaord Authentication (SPA) More Setkings ...

< Back “ Mext = ][ Cancel l
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7) Go to the “Outgoing Server’ tab and check ‘my outgoing mail server (smtp) requires
authentication” and ‘use same settings as my incoming mail server’.

Internet E-mail Settings E'

izeneral | Dutgoing Server |C|:unnecl:il:un fdvanced

[+]1v outgoing server (SMTF) requires authentication;

@ Iz same settings as my incoming mail server
O Log on using

) Log on to jncoming mail server before sending mail

o4 ] [ Cancel
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8) Go to the “Advance tab’ and select ‘SSL’ for the incoming type of encryption and
“TLS’ for the outgoing type of encryption. Ensure that the incoming server port is 993
and change the outgoing server port is 587. Click Okay, then Next.

Internet E-mail Settings

General | Folders | Oukgoing Server Cnnnectiun| Advanced

Server Port Mumbers

Incoming server (IMAPD: |993 | [ Idse Defaulks ]

IJze the following bype of encryprted connection: | 330 L
Qutgoing server (SMTRY: | 557
IUse the following bype of encrypted connection: | TLS L

Server Timeouts

Short = Long 1 minuke
Folders
Roct folder path: ||

[ ok H Cancel ]

10) Open outlook and click ‘Send/Receive’ to check your mail.
—j Send/Receive -



