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Help Document Series: Creating a profile in Outlook 2007 using IMAP
This document will take you through setting up a profile on Microsoft Outlook 2007 using the IMAP
protocol. By using this type of profile your e-mail messages will remain on the Clark server, which
means that you will be able to access them from any computer. You will need Windows XP or Vista,
Outlook 2007, and an active internet connection. These instructions are intended for people who have
already been using Outlook to access other email accounts. If this is your first time using Outlook
2007 please visit http.//www.clarku.edu/offices/its/kb/cmail/Outlook2007 FirstUse cMail.pdf

Step 1 e
. 2 » Control Panel »
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Step 2 Mail Setup - Outlook 2

Click E-mail Accounts to launch the E-mail
Accounts wizard.

E-mail Accounts

I 5 Setup e-mail accounts and directories,
S|

Data Files

4 Change setﬁngs for the files Outlook uses to Data Files...
J@}é store e-mail messages and documents,

Profiles

v Setup multiple profiles of e-mail accounts and Show Biafles
data files. Typically, you only need one. =

If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7704 or sos @clarku.edu.




Step 3
In the Account Settings window click the New
icon.

Step 4

B Aceount Settings

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.
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Email | Data Files | RSS Feeds | SharePoint Lists | Intemet Calendars | Publisned Calendars | Address Books

Your personal email POP (send from this sccount by default) .

Type ‘

Select Internet E-mail from the Add New E-
mail Account window and click Next.

Step 5
Check Manually configure server settings or
additional server types and click Next.

T Add Mew E-mail Accaunt

Choose E-mail Service

Cormect o your POP, IMAP, or HTTP server to send and receive e-mail messages.,

HMicrosaft Exchange

Cormect o Micresaft Exchange for access W your e-mal, calendar, contacts, faxes and voice mail,
_ Other

Connect to a server type shown below.

.

"# Add New E-mail Account

Auto Account Setup

If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7704 or sos @clarku.edu.




Step 6

First, type your full name into the Your
Name: text field, and your full e-mail
address into the E-mail Address: text
field.

Both the Incoming mail server (IMAP):
and Outgoing mail server (SMTP):
should be filled in with
“‘cmail.clarku.edu”.

Next, enter your Clark Account
username in the User Name text field.
You can enter your password in the
Password field and check Remember
password or leave it blank and uncheck
Remember password. If you choose
the latter, you will be prompted to enter
your password when you launch Outlook

Now, click the the More Settings button

B Add Mew E-rmail Account

Internct E-mail Settings
Each of these settings ane required 10 get your e-mail acoount warking,
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User Infarmation Test Account Settings
frour Hame: Frst rame Last nams After filing out the information on this screen;
= - recommend you fest your accourt by dicking Be

E-mail Address: your_us=miame Sdarku edu buttan belo. (Regunes rebvwork cormection)
Server Information :

et Test Account Settings ...
ACcount Type: MR =
Encomireg mal server: i, charku, gdu

Uzar Hame: YOLF _Lssmiame:
Famsword: I I
rnen'bet passyard
Requine logon using Secure Password Authentication (SPA) I

. Doing this adds a little more protection to your email.

to open a new window.

Step 7 . . i i M Intemet E-mail Settings
Under the Genera] tab the information you enter is optional. The e
first box pulls the information provided in the Email Address box Ml Account
from the settings window (see step 6). You can change this if you Pl mark: sl istems el
wish. B
Other User Information
Orparization:
Reply E-mail:
Purge Cotians
|Burge items when switching fokders whie online
Wihien you switch to another folder, the items marked for
deletion n the original folder are permanenty defeted on the:
server, [tems wil not be permanently removed when switching
felders offine.
—— W.
Step 8

Click the Outgoing Server tab, and then
next to My outgoing server (SMTP) req
authentication.

M Internet E-mail Sestings
check the box e -
uires | el | Feders[[ Outgong Server || connecton | advenced
[} taoing server (5172 reguies authentcatin
o) Use same saltings as my ncoming mal server

Log on using

If you have any questions, or require further assistance, please contact

the ITS Help Des

k at 508-793-7704 or sos @clarku.edu.
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Ste_p 9 N _ _ M Internet E-mail Settings @
While still in the Internet E-mail Settings
window, click on the Advanced tab. Select | |General | Feiders | Ougeing server | Connecton M

SSL from the drop down menu next to Use Server Pert Nubers

the following type of encrypted .

connection. Make sure that the number Inchring server QMAP): 953 | | on Defmite| —

next to Incoming server (IMAP): changed Use the foliowing type of encrypied connection: |52L =

to “993”, and change the number next to Outgoing server (SMTF): | 455

Outgoing server (SMTP): to “465”. Click R AR D 13 =)

OK to close this window. —
Larsar Tenass vhe

Step 10

Click Test Account
Settings... button as seen in
Step 6, to confirm that you've
entered the information
correctly.

& E-mail Accounts

Congratulations!

You have successfully entered all the information required to
setup your account,

Once you have successfully
passed the test click Next,
and then Finish.

To dose the wizard, dick Finish.

If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7704 or sos @clarku.edu.




