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Connecting to Staffmail with Outlook 2011 on Mac 0OS X

This document will help you connect Outlook 2011 for Mac OS X on a computer that is not on
Edinburgh University’s Network to the University’s Staffmail and online calendar/diary services.

This document is intended for users on the University’s Staffmail service only.

In order to complete this task, you will need to know your EASE Username and Password. You will
also need to have Outlook 2011 installed on your Macintosh computer.

For any problems or questions, please contact 1S.Helpline@ed.ac.uk or phone (6) 515151.

The University Network

If you are unsure if your machine is on the University’s network, please contact the IS Helpline
(is.helpline@ed.ac.uk).

1. Running Outlook 2011 for the first time with automatic setup

1. Open Microsoft Outlook 2011 from the dock,
or from the applications folder.

2. [If this is the first time you run Outlook 2011,
you will see a welcome screen.

Tick the box Make Outlook the default
application for e-mail, calendar and contacts.

Click Add account.

3. Inthe Add an Account window, which opens Exchange Account

Microsoft Exchange accounts are used by corporations and

now, click Exchange Account. other large organizations.

4. Now, to enter your account information:

Enter your Exchange account information.

. . E-mail address: [
Enter your e-mail address in the form:

Firstname.Lasthame®@ed.ac.uk

Authentication

Methed: | User Name and Password

User name: DOMAIN\username

For User name, enter ed\ followed directly by
your username.

Password:

v Configure automatically

Type in your Password and click
Add Account.

| ————
Cancel Add Account
e
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2. Adding a new account into Outlook 2011

1. On the Tools menu, click Accounts... nat JRCETH Window, Help  #
>

Run Schedule
Send & Receive >
IMAP Folders...

Meet Out of Office... i

P | Public Folders... "d

15 ¥ | Sync Services...

Rules...
Mailing List Manager...
Junk E-mail Protection...

3. Add a Staffmail account into Outlook 2010

1. Complete Section 2 (above): “Adding a new
account into Outlook 2011”

2. The Accounts window displays the settings R

ann Aty
for your account. Erm :

4

120 pucnenge azeous
Click the plus symbol in the bottom left. i

Presanal informatian
Full name: MACCRUER Duncan

E-mail aiddress cuncan.mscgruseed. sk

Method: | User Name and Password =

User nama:  omacgne

Directory Service...
-T

3. From the menu that appears, select E-mail. o
- - n.!
e e
Directory Service...
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4. The Enter your account information window

appears.

Enter your mail address in the e-mail address
box:
Firstname.Lastname@ed.ac.uk

Once you are finished, click the Password
box, and the “Configure Automatically” check
box should uncheck.

Ensure that this box is not checked.

The window will expand to allow more
settings to be input. Fill in the fields as
follows:

Enter your EASE password in the Password
box.

Enter your username in the User name box.

Type imap.staffmail.ed.ac.uk in the Incoming
Server box.

Tick the Use SSL to connect box underneath
the Incoming Server box. Tick the Always use
secure password box. Ensure the number
beside the Incoming Server box is set to 993.

Type smtp.staffmail.ed.ac.uk in the Outgoing
Server box. Tick the Use SSL to connect box.
Ensure the number beside the Outgoing
Server box is set to 465.

Click Add Account.

You will return to the Accounts window. Click
More Options below the Outgoing Server
box.

The Settings for: smtp.staffmail.ed.ac.uk box
opens.

Change the Authentication to “User Name
and Password”.

Enter your Username in the User name box.

Enter your EASE password in the Password
box.

Click OK.

Enter your account information.

E-mail address:

Password:

J Configure automatically

Add Account

——
Cancel )
\__ance’

Enter your account information.

E-mail address: duncan.macgruer@ed.ac.uk

Password

Configure automatically

User name: dmacgrue

Type: [ IMAP H

Incoming server: imap.staffmail.ed.ac.uk

[ Override default port
M Use S5L to connect {recommended)

Outgoing server: smtp.staffmail.ed.ac.uk 11465

M Override default port
E Use S5L to connect {recommended)

(" Cancel ) ( Add Account )

More Options...

Settings for: smtp.staffmail.ed.ac.uk

Authentication: | User Name and Password s

User name: dmacgrue

Password: |

Unqualified domain: example.com

Learn about IMAP settings

( Cancel ) oK )
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8. Click the close button.

You can now begin using Outlook 2011. op—
@ Ed |
EURCAN MDY fErd e o i b

dAccount dexcript

Surcan mang ruenfed.at ul

Personal infarms



Connecting to Staffmail with Outlook 2011

Migrating from Entourage

1. If thisis the first time you run Outlook 2011,
you will see a welcome screen.

e Tick the box Make Outlook the
default application for e-mail,

calendar and contacts.

e C(Click Import.

2. You will see a window titled Begin Import.

e Select the option Entourage
information from an archive or
earlier version.

e C(Click the right arrow at the bottom of
the window to continue.

3. You are asked to Choose an Application.

e Select your version of Entourage.

If you don’t know which version: Run
Entourage, click the Entourage menu
and click About Entourage.

e  Click the right arrow to continue.

You now need to Select the items that you
want to import.

Either keep all checkboxes ticked to import
everything from Entourage, or selectively tick
those checkboxes for individual items. Then
click the right arrow to continue.

You are now asked to Select an Identity.

This box will usually just contain one already
highlighted entry, Main Identity.

You can move on from this window by clicking
the right arrow at the bottom.

If you see the message shown in the
screenshot to the right, click OK.

Outlook will now begin to import your
Entourage settings and data.

Outlook:mac

[_Eagorn Ducionk_| Lo

e

Impaort

Begin Import ~

What do you want to import?

— )

() Outlook Data File (.pst or .olm)

@ Entourage information from an archive or earlier version
— ) R

@, Information from another application

() Contacts or messages from a text file

() Holidays

Click the right arrow to continue.

1b

&0 Impart
Choose an Application k:j
What would you like to import?
C Entourage archive (.rge)
@ Entourage 2008 {including Web Services Edition)
;:; Entourage 2004
8.0 Import
Import ltems L_j
Select the items that you want to import.

EI Messages @ Calendar events

@ Contacts @ Tasks

@ Accounts @ Nates
8O Import
Select an Identity k:j

The following Entourage 2008 identities were found in: /Users/
jschaten/Documents/Microsoft User Data/Office 2008 Identities.
Select the identity that you want to import.

Identity Mame Date Meodified

Main Identity 18/03/2011 10:45

— If your identity contains an Exchange account,
1 the data in that account will be downloaded
) from the Exchange server after the import
process is complete.

( Cancel
(Cancel ) 0K )
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7. When asked for your account information:

Account Information

e For User name, enter ed\ followed
directly by your username.
For example: ed\jbloggs —

\j Enter your account information for "Exseed"
i
\

User name: ed\jbloggs

e You may like to tick the box e |
Rememper this password for 3 Remember this password in rmy keychain
convenience. e —
e Click OK.
8. You should see the message Import 8,00 Import
Complete. Import Complete O

Outlook has finished importing data from your application. To start

Click Finish. using Outlook, click Finish.

Congratulations! You successfully migrated
and can now start using Outlook 2011 for
Mac.

If you require this document in an alternative format, such as braille or larger print,
please phone IS Helpline on 0131 651 5151 or email IS.Helpline@ed.ac.uk

Unless otherwise explicitly stated, all content is copyright © University of Edinburgh 2011.
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