In this guide:

. E-mail Setup
. Performance Improvement

. LDAP Setup
. Address Book Setup

E-mail Account Setup

1) Open Outlook, go to the "Tools™ menu (if you get other pop-up screens
when opening Outlook click the cancel button next to them until you can click on the
"Tools" menu), and click on "E-mail Accounts..."
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2) When the "E-mail Accounts " window appears, click on the circle next to "Add a

new e-mail account " then click "Next".




E-mail Accounts

E-miail Accounts
You can change the e-mail accounts and directories that Outlook uses,

E-mail
* Add a new e-mail accounk

™ wiew or change existing e-mail accounts

Directory
" add a new directary or address book

™ Wiew or change existing directories or address books

Mext »

Cloge

3) Click the circle next to "IMAP" and then click "Next" .




E-mail Accounts

Server Type
You can choose the bype of server yaur new e-mail acount will waork with, ;

" Microsoft Exchange Server
Zonneck ko an Exchange server ko read e-mail, access public Folders, and
share documents,

" POP3

Zonneck ko a POP3 e-mail server ko download
wour e-mail,

{+ IMAP
Conneck ko an IMAP e-mail server ko download e-mail and synchranize
rnailbox Folders,

" HTTP

Zonneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

" Additional Server Types
Zonneck ko another warkgroup or 3rd-parky mail setver,

< Back Mext » Cancel

4) This screen requires you to enter all your e-mail account information.

Your Name: The name you want to appear on all e-mails you send out
E-mail Address: Your U of MN e-mail address (i.e. userl234@umn.edu)
User Name: <your_internet_id>

Password: <your_internet_password=>

Incoming Mail server (IMAP): <your_internet_id>.email.umn.edu
Outgoing mail server (SMTP): smtp.umn.edu

Once you have filled out the blanks, click on "More Settings..."



E-mail Accounts

Internet E-mail Settings (IMAP)

Each of these settings is required to get wour e-mail account warking, ;
User Information server Information
Your Mame: |J|:|e User Incoming mail server (IMAP): Juser1234.email.umn.edu
E-mail Address; luser1234@umn.edu Cuibgoing mail server (SMTR: |5,-|-,|:|:,I,_"-l-,,-,le,j,_I

Logon Information

User Mame:  lser1234

Passward: i*********

¥ Remember password

[} Log on using Secure Password
Authentication (SPE) Mare Settings ...

< Back Hest = Cancel

5) In this window, click on the "Outgoing Server" tab and ensure that the checkbox
is checked, and the circle next to "Use same settings my incoming mail server"
is filled, then click on the "Advanced" tab.



Internet E-mail Settings

General Outgaing Server | Connection ] Advanced ]

v My outgoing server (SMTR) requires authentication

(¥ se same settings as iy incoming mail server

" Log on using

k. Canicel

6) On the "Advanced" tab, ensure that the information is the same as reflected in the
image below.

Both checkboxes should be check-marked next to "This server requires

an encrypted connection (SSL)".

The number in the box to the right of "Incoming server (IMAP): " should be "993".
The number in the box next to "Outgoing server (SMTP):" should be "587".

Drag the "Server Timeout" slider to increase the value to "10 minutes".

For the "Root folder path", enter "mail".

When done, click "OK" and then "Next".

NOTE: If you are unable to send mail, try port 465 instead of 587 for SMTP. This is often the case with



Outlook versions prior to 2003.

Internet E-mail Settings f'5_<|

General | Qukgoing Server Cn:unnectin:lnl Advanced |

Server Port Mumbers

[ncoming server (IMAP): Use Defaults

This server requires an encrypted connection {550)

Ciibgoing server (SMTR: 587
This server requires an encrypted connection {550L)

Server Timeouts

Shart J Long 10 minukes
Folders
Root Falder path: il
K |’ Cancel

7) Click "Finish™ on the window that confirms you have successfully entered all
the required information. When you return to the main menu, you may be asked
to enter your password, and once you have done so, Outlook will download the e-mail

message headers from your account.



E-mail Accounts

Congratulations! @

¥ou have successfully entered all the infarmation required ko setup wour accounk,

To close the wizard, click Finish,

Firizh

Performance Improvement

Follow these steps to help keep e-mail running smoothly for you and everyone else using the system.

NOTE: A separate guide for this section is also available.

1) In your main e-mail window, click the "Tools" menu item, and select "Options".
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2) Click on the tab labeled "Mail Setup" and then the button labeled "Send/Receive..."



Options

Preferences  Mail Setup | Mail Farmat ] Spelling ] Security ] Ckher ]

E-mail Accounts

@ Set up e-mail accounts and direckories,
: E-mail Accounts, .,

Send/Receive

Set send and receive settings for e-mail messages and documents,
==

v Send immediately when connected Send/Receive. ..

[raka Files

@% Zhange settings for the files Cutlook uses ko skore e-mail messages

and documents,
Data Files. ..

Dial-up

@ Conkral how Outlook connecks ko your dial-up accounts,
{*+ ‘Warn before switching an existing dial-up connection
[ Always use an existing dial-up connection
[ Automatically dial during a background Send)Receive

[V Hang up when finished with a manual SendjReceive

(8] 4 Cancel

3) Ensure that the following options are set, under the heading "When Outlook is
Online™:

. Include this group in send/receive (F9): Checked

. Schedule an automatic send/receive every ___ minutes: Checked, and set the value to 15 minutes.

Click "OK" to leave the Send/Receive Groups option window, and "OK" once more to

leave the Options window.



Send/Receive Groups

ﬁ A Send/Receive group conkains a collection of Qutlook accounts and

(w'i;:l Folders, You can specify the tasks that will be performed on the group
during a send/receive, Yaou can alsa specify different group options Far
when Outlook is online and offline,

SendiReceive when

Group Mame

All Accounts Cnline and OFfline Mew, .,
Edi...
COpy..,
Remave
Rename

Setting For group "All Accounts"
When Cutoalk is Online
W Include this group in send/receive (F3).
15 = minutes.

W Schedule an aukomatic send/receive every e

| Perform an automatic sendfreceive when exiting,

When Outlook is Offline
v Include this group in sendreceive (F9).

[ Schedule an autormatic sendreceive every |5 _%1 minukes,

Close

4) In your main e-mail window, click once on any of your IMAP folders [1] (these

are the mail folders stored on the server).

From the Tools menu at the top [2], choose IMAP Folders... [3].



right-click IMAP account

5) In the "IMAP Folders™ window, click the Subscribed tab [1].
Then click the Query button [2].



Subcribe folder image

6) A list of your IMAP mail folders should appear.

To select all of your folders, click once on the first folder listed [1].

Scroll down to the bottom of list by clicking the down-arrow [2].

When you reach the end of the list, hold down the SH FT key on your keyboard

and click the last folder [3]. All of your IMAP folders will be selected.
Click the Unsubscribe button [4].

Uncheck "When displaying hierarchy in Outlook, show only
subscribed folders.™ [5].

Click OK [6].



B IMAP Folders
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LDAP Setup

1) Go to "Tools" and "E-Mail Accounts"” once again, and this time click the
circle under "Directory" next to "Add a new directory or address book". Then click

"Next".



E-mail Accounts

E-miail Accounts
You can change the e-mail accounts and directories that Outlook uses, ;

E-mail
™ Add a new e-mail accounk

™ wiew or change existing e-mail accounts

Directory
* Add a new directory or address book

™ Wiew or change existing directories or address books

Mext » Cloge

2) Click the circle next to "Internet Directory Service (LDAP)", then click "Next".



E-mail Accounts

Directory or Address Book Type
You can choose the bype of direckory or address book you'd like to add, ;

' Internet Directory Service (LDAP)
Conneck to an LDABP server to find and werify e-mail addresses and other
information.

" additional Address Books

Zonneck ko an address boak to find and verify e-mail addresses and other
inforrmatior,

< Back Mext » Cancel

3) Now in the field next to "Server Name", type "ldap.umn.edu”, and click "More
Settings...":



E-mail Accounts

Directory Service (LDAP) Settings
You can enter the required setkings bo access infarmation in a direckory service,

Server Information

Type the name of the directory server vour Internet service
provider or system administratar has given yaou,

Server Mame: I|.;|ap,|_|mn,edu

Logon Information

[ This server requires me ko log on

|
I

More Settings ..
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4) Click on the tab labeled "Search", and in the field under "Search Base" enter
"o=University of Minnesota, c=US", then Click "OK" and click "Next".



Microsoft LDAP Directory

Connection  Search

Server Setbings

Seatch bmeout in seconds: |5":'

Specify the maximum number of entrigs you
: 100
wish ko return after a successful search:

—Search Options

Search base:

o=University of Minnesoka, n:=I_IS|

Example;
cn=users,dc=exchange,dc=microsoft, dc=com

k. Cancel Apply

5) Finally, click "Finish" to end the wizard



E-mail Accounts

Congratulations! @

¥ou have successfully entered all the infarmation required ko setup wour accounk,

To close the wizard, click Finish,

Firizh

6) To look people up in the LDAP directory, first go to "Tools" and then
select "Address Book".
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7) Make sure the dropdown list under "Show names from the: " has "UMN LDAP
(or whatever you named the LDAP entry)" selected, then click on "Tools" in the

menu bar and select "F

ind":



3 Address Book
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8) Enter in the first/last/etc information into the form and click "OK", the results will
be displayed on your screen.
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Address Book Setup

1) To open the Address Book, first go to "Tools" and then select "Address Book™
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2) To Add a new Address Book entry, click on the left-most icon that is titled "New
Entry"”



3 Address Book
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3) Select "New Contact” and make sure that the text in the drop-down box below "Put
this entry” reads "Contacts" and the circle next to that field is selected.
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4) Enter in the information you wish you record, then click "Save and Close"
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5) You should now see an entry bearing the name you just entered for your
new contact.
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6) You can also make new e-mail lists by clicking on the "New Distribution List"
selection and clicking "OK"
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7) Enter the name you'd like for your list next to "Name:" and then click on "Select
Members..."
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8) Click on names in the lefthand windows to select them, then click on the "Members-
=" putton to add them to your e-mail list. When done, click "OK"
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9) Now you see the list you just added members to, so click "Save and Close" to save
the new list. Click on the "X" in the upper right-hand corner of the "Address
Book" window to close it and return to the main Outlook page.
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10) To use e-mail lists or contacts in a letter, click arrow next to the "New" button and
select "Mail Message"
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11) Next, click on the "To:" button, this brings up the Address Book
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12) Select the names you wish to send the e-mail to on the left, and click the
proper buttons in the middle to insert them into the To: Cc: and Bcc: fields as
desired. Then click "OK"
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13) The addresses are inserted into the proper spots in the e-mail header fields,
and you are ready to compose your letter.
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