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Help Document Series: Creating a profile in Outlook 2003 using IMAP

This document will take you through setting up a profile on Microsoft Outlook 2003 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 2003, and an active internet connection.

Step 1

Go to the Start menu, select
Control Panel , and then
double-click the Mail control
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Step 2
If you have used Outlook before, you will not see
this window, and should skip to Step 3.

General |

‘@ The following profiles are set up on this computer:

The first time you use Outlook 2003 you will need to
Add a profile. In the window that appears, click the New Pionic
Add button, enter a name into the Profile Name

text field (e.g. Clark email), and click the OK button. = @Createwewpmﬁle
Next, skip to Step 4.

Profile Mame:
() Prompt for 3 profile to be used | |

() Always use this profile

R —
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Step3 _ Mail Setup - Outlook
Click E-mail Accounts to launch the E-mail

Accounts wizard.

E-mail Accounts

-mail Accounts...,

L..j Setup e-mail accounts and directories. i E

Data Files

& Change seT:tings for the files Cutlook uses to Data Files...
&ﬁ store e-mail messages and documents,

Profiles

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

Close

Step 4 M. E-mail Accounts _ Q

Select the Add a new e-mail
account radio button and
click the Next button.

This wizard will allow you to change the e-mail
accounts and directories that Outiook 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 directories or address books

L el

= Bacl Next > Cloze |
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Step 5 & E-mail Accounts N e
Now select the radio button e
A rver Type
next to the IMAP option and You can choose the type of server your new e-mail account will work with,
click the Next button to
continue.

{” Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

" POP3
Connect to a POP3 e-mail server to download your e-mail.
IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders,

" HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

" Additional Server Types
Connect to another workgroup or 3rd-party mail server,

< Back Cancel |

Step 6 & E-mail Accounts 6

First, type your full name into Internet E-mail Settings (IMAP)

the Your Name:; text f|6|d, Each of these settings are required to get your e-mail account working.
and your full e-mail address
into the E-mail Address: text

. User Information Server Information

field.

Both the Incoming mail E-mail Address: §l, 1serriame @darku. edu Dutgeing mail server (SMTP): Wemail, clarku.edu
server (IMAP): and

Outgoing mail server Logon Information

(SMTP): should be filled in i Pl

USername

Password:  [==eeeees

with “cmail.clarku.edu”.

Remember password

Next, enter your Clark
Account username and [~ Leg on using Secure Password More Setfings ...
password into the appropriate Aufienlication (X3

text boxes.

Now, click the More

Settings... button to open a <Back [ mext> |  cancel
new window, Internet E-mail
Settings .
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Step 7

Click the Outgoing Server tab, and then check the box
next to My outgoing server (SMTP) requires
authentication

Step 8

While still in the Internet E-mail Settings window, click
on the Advanced tab. Check both the boxes next to
This server requires an encrypted connection

(SSL). Make sure that the number next to Incoming
server (IMAP): changed to “993", and change the
number next to Outgoing server (SMTP): to “465".
Click OK to close this window.

Page 4 of 5

Internet E-mail Settings a
General Connection | Advanced |

E"Iy outgoing server (SMTP) requires authentication

¥ Lze zame settings as my incoming mail server

O Log on using

User Mame: I

Password: |

¥ | Remember password

I™ | log o using Secure Bassward Suthentication (SPA)

Internet E-mail Settings @

General I Cutgaing Server I Connection

Server Port Mumbers

Incoming server (IMAF): Use Defaults |

is server requires an encrypted connection (S5L)

Cutgoing server (SMTR):

is server requires an encrypted connection (S5L)

Server Timeouts
Short = Llong 1 minute

Folders

Root folder path:

carel
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Step 9 @
Click Next, and then Finish .
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