The University of Edinburgh

Information Services

Connecting to Staffmail with Outlook 2010

This document will help you connect Outlook 2010 for Windows 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 of the University’s Staffmail service only.
In order to complete this task, you will need to know your EASE Username and Password.

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 2010 for the first time with automatic setup

1. Go to the Windows Start Menu and open

. = Mi ft Outlook 2010 b
Microsoft Outlook 2010. ""'_4 eroseit VUHee %
2. If you are running Outlook 2010 for the first
Y . g -u New Profile (5]
time, type in any Profile Name —e.g.
Staffmail. ¥‘_" Create New Profile % OK
i ilei Profile MName: Cancel
The mail profile is where Outlook keeps the
settings for the email accounts you are using. |
You can have several mail profiles.
3. The Add New Account window appears. S —
For E-mail address type in your University
email address: ® et
Firstname.Lasthame@ed.ac.uk FERES ke
Click Next. Outlook will automatically
discover the settings for your online calendar. Text Hessagng (shs)
" Manually configure server settings or additional server types
If prompted for your password for |

“staffmail”, enter your EASE Password.

4. The next window will show several green
check marks and the message: Your e-mail
account is successfully configured. Click
Finish.
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. Adding a new account into Outlook 2010

Click on the File tab of Outlook’s ribbon.

In the File window, underneath Account N Account Information
Information, click the Add Account button.

Fax Mail Transport

g Add Account

'S

Info

Open

. Add a Staffmail account into Outlook 2010

Complete Section 2 (above): “Adding a new
account into Outlook 2010”

‘Add New Accaunt =

Auto Account Setup
Connect ta other server types.

The Add New Account window appears.

Click on the Manually configure server e
settings or additional server types button. o

Click Next.

) Text Messaging (SHS)

nually configure server settings or additional server types

Ensure that Internet E-mail is selected.

Choose Service

‘ornect to POP or IMAP server to send and receive e-mail messages.

Click Next. 7 emett-mail

Connect to a mobile messaging service.
) Other

Connect to a server type shown below,

Fax Mail Transport

Add New Account 254
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4. a. Enter your name in the Your Name box.

b. Enter your e-mail in the E-Mail Address box
in the format Firstname.Lasthame@ed.ac.uk

Add New Account

Internet E-mail Settings

C. Set Account Type to |MAP Each of these setlings are required to get your e-mail account working.

User Information Test Account Settings
. . . Your Name: Dixricain MacGs After filing out the information on this screen, we
d by dicking the by
d. Enter imap.staffmail.ed.ac.uk in the e S et ddg e
H H Server Information _
Incoming Mail Server box [Tetrcsntsetins..
"ype: MAP [=]

Iicoron sk berves: ey [¥] Test Account Settings by dicking the Mext button

Gutgoing mail server (SMTP): |smtp, staffmail.ed. ac.uk

e. Enter smtp.staffmail.ed.ac.uk in the togon formaton

User Name dmacgrue

Outgoing Mail Server (SMTP) box e

[]Remember password

) [ Require logon using Secure Password Authentication (SPA)
f. Enter your Username in the User Name

box.

<Back Next > Cancel

g. Enter your Password in the Password box.

h. Click More Settings.

5. Click on the Outgoing Server tab. ST AT LT
|____§e_ne_ri__ I Sent [tems I Deleted Items |

Outgoing Server | Connection | Advanced |

[ My outgoing server (SMTF) requires authentication
(@) Use same settings as my incoming mail server

Log on using

Rem: password

Require Secure Pa: d Authentication (SPA)

6. Click the box beside My Outgoing server Internet E-mail Settings (=
(SMTP) requires authentication and ensure [ Generl [ Sentitems |  Deleted ems
that Use same settings as my incoming mail OutgongServer | Comnection | Advanced
server iS Selected [¥]My outgoing server {SMTP) requires authentication

@) Use same settings as my incoming mail server
“FLog on using

Remember password

Require Secure Password Authentication (5PA)




10.
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Click on the Advanced tab.

Ensure that the Incoming server (IMAP) port
number is set to 993.

Change the Use the following type of
encrypted connection drop-down menu to

SSL.

Ensure that the Outgoing server (SMTP) port
number is set to 465.

Change the Use the following type of

encrypted connection drop-down menu to
SSL.

Click OK.

Click Next. Outlook will test your Account
Settings.

You will see two ticks — click Close.

Outlook will confirm you have added an
account.

Click Finish.

Outlook will send you a test message to
confirm that your account setup was
successful.

-

Internet E-mail Settings
General I Sent Items I Deleted Ihei_|
Outgoing Server I Connection | Advanced
Server Port Numbers —
Incoming server {IMAF); 993
Uze the following type of encrypted connection: | S50 |Z|
Outgoing server (SMTP): W
Use the following type of encrypted connection: | S5L Iz‘
Server Timeouts -
Shaort Long 1minute
Folders -

Root folder path:

| moasant Guo:
|7 Moasaht Guikos Tert Message.

(o ) (ene

Test Account Settings
Congratulations! Al tests completed successfully. Click Close to continue. Stop
Tasks | Errors
Tasks Status
+* Log onto incoming mail server (IMAR) Completed
' Send test e-mail message Completed
‘A Mew Account

Congratulations!
P —
T o e, ik i
Pl [(Add arther accaunt... |
(I

+ Tedsy

This s 1a + mail message sent automaically by Mictosoft Owlook while testing the settings

for vour account,

@ ee maresnous s i

s [ -

PE——
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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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