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IMAP Configuration for Microsoft Office Outlook 2007

These instructionsan be used to setp Microsoft Office Outlook 2007 with yourmyNMSU
account information. By setting uputlook for yourmyNMSU e-mail, you can us@utlook to
view and send enail from youNMSU account instead of going through tiNMSU website.

To complete these steps, you will nédidrosoft Office Outlook 200#hstalled on your
computer andyourmyNMSUdzA SNy I YS | Yy R LJ & & ¢ spRISUadcdunt,g@ dz R2y Qi
to https://my.nmsu.edu/ to sign up.

1. From theStart menu, openMicrosoft Office Outlook. This can usually be found at the
top of the menu underneath your useame; however, it can also be located in the
Microsoft Office folder in the All Programs menu.
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2. In theOutlook window, go toTools in the menu bar and click okccount Settings. In
the Account Settings window, click on théNew button in the top lefthand corner.
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3. The next window will be titleddd New E-mail Account. In this window, check the box
next to Manual configure server settings or additional server types. This will black out
the white boxes in the window. Now cliblext.

idd New E-mail Account

Add New E-mail Account

Auto Account Setup Auto Account Setup
Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: |
Example: Barbara Sankovic

E-mail Address: | | ail Addres: | |
Example: barbara@contoso.com

Password: | | Rord: | |

Retype Password: | | pe Password: |
Type the password your Internet service provider has given you.

[CImanually configure server settings or additional server types [#IManually confiqure server settings o additional server types

4. Inthe next window, select thimternet E-mail from the optionsand click theNext
button.

Add New E-mail Account S

Choose E-mail Service

Of i

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

(O Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

O other
Connect to a server type shown below,

[ < Back “ Next > ][ Cancel ]
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The next screen will have a place for you to enter yonoradl settings. Undedser
Information, enter your first and last name in the box labekair Name and your
myNMSU e-mail address in the box label&dmail address. UnderServer Information,
selectIMAP from the drop down menu next tBccount Type. Type inmap.nmsu.edu in
the box labeledncoming mail server and type insmtp.nmsu.edu in the box labeled
Outgoing mail server (SMTP). UnderLogon Information, type yourmyNMSU username
in the User Name box and youmyNMSU password in théassword box. Check the box
labeledRemember my password so that Outlook will open without you having to-re
enter your password each time you look at yormail. Now click on theviore Settings
button.

*PLEASE REMEMBER that every time you change younyNMSU password, you will
need to update your password Gutlook.

idd New E-mail Account

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

User Information Test Account Settings

Your Name: [30hn Doe ‘ After filling out the information on this screen, we
—_ recommend you test your account by clicking the

E-mail Address: lidoe@nmsu.edu J button below. (Requires network connection)

Server Information

Test Account Settings ... ]

Account Type:

Incoming mail server: imap.nmsu.edu |

[
|
|
[
{
[

Outgoing mail server (SMTP): | smtp.nmsu.edu [

Logon Information

User Name: 'idoe 1
Password: 1**:«* ‘
Remember password
[[JRequire logon using Secure Password Authentication (SPA)

< Back ][ Mext > ] [ Cancel ]
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5. The next window will callethternet E-mail Settings. In this window, click on the
Outgoing Server tab. Check the box next fdy outgoing server (SMTP) requires
authentication and choose the optiotUse same settings as my incoming mail server.

nternet E-mail Settings E

:General Folders | Outgoing Server | Connection | Advanced |

[¥]#y outaoing server (SMTP) requires authentication:

® Use same settings as my incoming mail server
(D Log on using

[ OK ] [ Cancel
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6. Nowclick on theAdvanced tab. There will be two drop down menus labelgde the
following type of encrypted connection, one underincoming server (IMAP) and one
underOutgoing server (SMTP). SelectSSL from the drop down menu unded@utgoing
server (SMTP). Make sure that the number in the box nextlt@oming server (IMAP) is
143. In the box next tdutgoing server (SMTP), replace the existingort numberwith
587. Now clickOK.

Internet E-mail Settings @

General | Folders Outgoing Server Connection | Advanced

Server Port Numbers
Incoming server (IMAP): | 143
Use the Following type of encrypted connection: | None v

Qutgoing server (SMTP): 1587

Use the fFollowing type of encrypted connection: | SSL v
Server Timeouts
Short 7 Long 1 minute
Folders
Root folder path:

Lo J[ concel |




New Mexico State University

7. The next window will be a confirmation window. Click Higish button to begin using
Outlook.

Add New E-mail Account E

Congratulations!

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

To close the wizard, click Finish.

Congratulations! Youwlicrosoft Office Outlook 2007 is now ready to use with youmyNMSU
account settings.

If you have any questions, come tie ICT Customer Service Center and Help Desk in room 140
of the Computer Center, call646-1840, or email us athelp@nmsu.edu.
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