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configuring Outlook 2007 to access MyUMB Mail email (IMAP)

Before you configure Outlook, please decide whether you want to access your myUMB Mail email account using a
POP3 or IMAP connection.

POP (POP3) IMAP

Messages are downloaded to your computer. Keeps your messages on the myUMB Mail
server.

It's not necessary to stay connected while Must stay connected to the myUMB Malil server
reading messages. while reading/sending messages.
Since messages are stored on your computer, Since messages are stored on the myUMB Mail
they do not count against your quota. server, they count against your quota.
You cannot read mail from any folder in your You can read and manipulate mail in any folders
account other than your Inbox folder. in your account.

You can manipulate messages and folders on Messages can be arranged in folders on the
your computer at any time (even when myUMB Mail server, which are then available
disconnected). However, those folders are not | from any location.

available elsewhere.

Once messages are downloaded to your Since messages are stored on the myUMB Mail
computer, they are not longer accessible from server, they are still accessible through other
other locations or myUMB Mail. IMAP mail clients or myUMB Mail.

We recommend using an IMAP connection (on or off-campus) in order to ensure your mail is available from multiple
locations. If you want to set up Outlook using a POP3 connection, please use the document “Configuring Outlook
2007 to retrieve MyUMB Mail email using POP3".

Configuring Outlook 2007

Outlook 2007 Startup

Open Outlook 2007.

2. If this is the first time you are accessing
Outlook the Outlook 2007 Startup wizard
will activate. Click on the “Next>" button.

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

NOTE: If this wizard does not appear, click
on Tools, then Account Settings. In the
Account Settings window select the New
button. Skip to Step 4.

Cancel
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3. Inthe Account Configuration Window select “Yes” and click on the “Next>" button.

Account Configuration ['Z|

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

< Back “ MNext = ][ Cancel

4. In the Auto Account Setup screen, check the “Manually configure server settings or additional
server types” box. Click on the “Next>" button.

NOTE: Do not enter your name, email address and password in the Auto Account Setup screen.
This process will not set up your account correctly.

Add New E-mail Account E|

Auto Account Setup

?ﬂanually configure server settings or additional server types:

Mext = l[ Cancel
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5. In the Choose E-Mail Service screen select “Internet E-Mail”. Click on the “Next>" button.

Add New E-mail Account §|

Choose E-mail Service

() Microsoft Exchange

) other

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

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

Connect to a server type shown below.

[ < Badk ” Mext > ][ Cancel

6. Enter the following information in the Internet E-mail Settings window:

Field Information Entered

Your Name Your Name

Email Address Your entire MyUMB Mail email address (i.e. auser001l@umaryland.edu)
Account Type IMAP

Incoming Server

imap.umaryland.edu

Outgoing Server

smtp.umaryland.edu

User Information
Your Mame:

E-mail Address:
Server Information
Account Type:

Incoming mail server:

Logon Information
User Mame:

Password:

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

Qutgoing mail server (SMTP): smtp.umaryland.edu

["| Reguire logon using Secure Password Authentication (SPA) More Settings ...

User Name Your myUMB ID
Password Your myUMB Password
Add Mew E-mail Account [3=]

Test Account Settings

ASC User After filing out the information on this screen, we
recommend you test your account by dicking the
auser00 1@umaryland.edu button below. (Requires network connection)

[ Test Account Settings ... l

Map [=]

imap.umaryland.edu

auser001

Remember password

< Back " Mext = l[ Cancel l

7. Click on the More Settings... button.
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8. Enter the following information in the General
Tab of the Internet E-Mail Settings window.

Internet E-rnail Settings

Field Information Entered
Mail Account myUMB Mail
Organization UMB

Reply E-mail

Your myUMB Mail email address
(i.e. auser001l@umaryland.edu)

Purge Options
(Optional)

Check the box next to “Purge items
when switching folders while online”
if you want Outlook to automatically
purge deleted messages from the
MyUMB Malil server.

(See page 6 for additional
information about purging email
messages)

General |Folders IDutgoing Server | Connection Aduanced|

Mail Account

Type the name by which you want to refer to this account. For
example; "Work”™ or "Microsoft Mail Server”™

myLME Mail
Other User Information
Organization: |UMB

Reply E-mail:  |auser001@umaryland.edu

Purge Options
[¥]Purge items when switching folders while online}

When you switch to another folder, the items marked for
deletion in the original folder are permanently deleted an the
server, Items will not be permanently removed when switching
folders offline.

9. (Optional)

In the Folders Tab of the Internet E-Mail
Settings window select “Save sent malil in the
Outlook Sent Items folder”.

If you choose this option, messages you send
from Outlook will be saved in Outlook only.
You will not be able to access these sent
messages from myUMB Mail.
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Internet E-mail Settings

| General |F'2'|C| S| Outgoing Server I Connection #\dvancedl

- Hae CiHe e THam A=
il in the Outlook Sent Items folde

QK ] [ Cancel



mailto:auser001@umaryland.edu

10. In the Outgoing Server tab select the Internet E-mail Settings [
following options: ,
gop General | Folders | Outgoing Server |Connection I Advanced|
b My OUtg_OIn_g server (SMTP) requires [¥] My outgoing server (SMTP) requires authentication
authentication @ 1lse same settings as my incoming mail server;
e Use same settings as my incoming mail -/ Leg onusing
server
0K l [ Cancel
11. In the Connection tab, chose the type of
connection you will be using to access your
email.
12. Enter the following information in the Internet E-mail Settings (=3
Advanced Tab of the Internet E-Mail Settings _
window 9 | General I Folders | Outgoing Server | Connection |-°-C|VEI'ICE'2|

Server Port Numbers

. Incoming server (IMAF): 993 Use Defaults
Field

. Use the followin e of encrypted connection: | S5L
Incoming Server | 993 g type of encryp v
(IMAP): Qutgeing server (SMTP): 25

Select the option “SSL” from the IUse the following type of encrypted connection: | None E

drop-down list next to “Use the
following type of encrypted
connection:”.

Server Timeouts
Short ] Long 1minute
Folders

Outgoing Server Port Number Roat folder path:
(SMTP): By default, use port 25

However, if port 25 is blocked by
your internet service provider,
enter port number 587

Encrypted Connection
If ‘'TLS’ is available, select this
as the Encrypted Connection ok | [ cancel

type.

Choose None for the option if
TLS is not available

13. Click OK to close the Internet E-Mail Settings window.
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14. Click on the Next > button.
15. Click on the Finish button.

Congratulations! You have completed your setup for Outlook 2007 using IMAP.

Additional Information

Purging Email messages
There are 2 steps to deleting email messages from Outlook when using an IMAP connection: marking
the message as “deleted” in Outlook and then purging the deleted messages from the MyUMB Mail
server.

When you delete a message In iv Deleted Items in help@umaryland.edu - Microsoft Outlook
Outlook that message will . s

appear in Strikethrough text (I e . File Ei'rt | View g_o____Iools Actions Help Adobe PDF

smket_h_FeH_g_h) If you look at :JJHE! L Cirl+Z bIl e Forward | Follow Up - EfiSendeegeive - [ 9
your email account through i ® " 2 — I
myUMB Mail you will still see T e L | P -lu
this message on the server waif ¢ Office Clipboard.. :
. ail ® pani et | Newest on top |
. }ﬂ Alli ___ — téms to show in this view,
When you purge deleted items, S| b Selectal A
messages marked as “deleted” T Dpelete Ctrl+D
will be removed from Outlook Undelete
and the MyUMB Mail server. 3 Move to Folder.. Ctrl+Shift+V
Copy to Folder...
To Purge Messages: = Purge e Purge Marked ltems in "Deleted fems”
1. Click on Edit. . Mark as Read Sighde Purge Marked Items in "help@umaryland.edu”
2. Select the option Purge. E l Mark as Unread Ctrl+ Purge Marked Items in All Accounts
3. Click on the option | | Markallas Read Dpue G
Purge Marked Items in 3 Drafts '
All Accounts. e
g Junk E-mail

Outlook has the ability to purge deleted items automatically (see Step 8). If you do not choose to
purge deleted items automatically, please remember to follow these instructions and purge deleted
items periodically.

If you do not purge deleted items, your account may exceed the allotted amount of storage space for

your account. You may lose the ability to send messages, receive new messages, or access your
email account through myUMB Mail.

Questions?

For questions on setting up Outlook 2007 to retrieve your email, call the IT Help Desk at 410-706-HELP
(4357) or send an e-mail to: help@umaryland.edu
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