Outlook Express IMAP Instructions
For Faculty and Staff.

1) Click Start, All Programs, and Outlook Express.
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For Faculty and Staff.

2) Go to Tools and click Accounts.
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3) You should now see this screen. Click on Add then Mail.
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4) Enter your name on this screen. Click Next.

Internet Connection Wizard

Your Hame

YWhen you zend e-mail, your name will appear in the From figld of the outgoing meszage.
Type vour name as you would like it to appear.
1
i
_ |
Dizplay name: Your Mame Herd
Far example: John Smith

k
MHewt » ] [ Cancel ] I
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5) On the next screen enter your email address. Click Next.

Internet Connection Wizard

Internet E-mail Address

Your e-mail address iz the address other people uze to zend e-mail meszages bo pou.

E-rail address: uzend@bloomu. edy

Far example: zomeonei@microsalt cam

< Back ][
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6) On this screen make sure that ‘“IMAP” is selected as the type of server and
‘webmail.bloomu.edu’ is entered as the incoming server. The Outgoing mail server
needs to be “webmail.bloomu.edu”. Click Next.

Internet Connection Wizard

E-mail Server Hames

by incoming mail gerveriz a | IMAP W | ZErVEL

Incoming mail [POP3, [MAP or HT TP server:

webmail bloomu. edu

An SMTP server ig the zerver that iz used for your outgoing e-mail.

Outgoing mail [SMTP] server:

webmail, bloomu, edu

¢ Back ][ Hest > ][ Cancel
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7) Enter your userid in the ‘Account name’ field. For security reasons it is not
recommended to enable the ‘remember password’ option when using a shared computer.

Click next and Finish on the next screen.
E3

Internet Connection Wizard

Internet Mail Logon

Type the account name and password your Internet zervice provider has given you.

Account name; | Lizerd

[ ] Femember pazzword

FPazzward:

[f pour Internet service provider reguires pou to use Secure Password Authentication
[SPA] to access vour mail account, select the 'Log On Using Secure Password

Authentication [SPA) check bos.
[]Log on using Secure Password Authentication [SPA)

< Back ” et » l[ Cancel
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8) You should now be back at a screen that looks similar to the one below. Select the
account labeled ‘webmail.bloomu.edu’ and click properties.
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9) Go to the ‘Severs’ tab and verify that ‘My server requires authentication’ setting is
checked, then click on *Settings’. Make sure that *‘Use same settings as incoming mail
server’ is selected and click ok.

*= webmail. bloomu.edu Properties

Gerneral | Servers |Eu:unneu:tiu:un Securnty | Advanced || IMAFP

Server Infarmation
My incoming mail zerveriz a | IMAP TEMVEL.

Incoming mail [IMAP]: | webmail. bloomu.edu |

Outgoing mail [SMTP]: | webmail. bloomu. edu |

Incoming Mail Server

Account name:; | uzerlD |

Pazzword: | |

[] Bemember paszword

[ ] Log on using Secure Pazsword Authentication

Cutgoing Mail Server

[#]iMy zerver requires authentication Settings. ..

k. l[ Cancel ][ Apply ]

Outgoing Mail Server

Logaon Infarmation

() Uze same zettings as my incoming mail server

i) Log oh using

Ok. ]l Cancel |
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10) Go to the advanced tab and check ‘This sever requires a secure connection (SSL)’
under both the incoming and outgoing mail label. Change the outgoing mail port to 587
and verify the incoming mail port is 993. Click OK to continue.

*= webmail. bloomu.edu Properties

General || Servers | Connection Seu:urit_l,l| Advanced | |MaP

Server Port Mumbers

Qutgoing mail [SMTP)

Thiz server reguires a secure connection [S5L]

Incoming mail (IM&P]

Thiz gerver reguires a secure connection [S5L]

Server Timeouts

Short —1J Long 1 minute

Sending

[ Break apart meszages larger than I:I KB

[ 1] l[ Cancel ]

11) Click on the Send/Recv button to check your mail.

Send/Recy



