Outlook 2003 MSB Configuration Instructions
; M S B TECHNOLOGY
CENTER
These instructions will enable you to use Outlook 2003 with the MSB GroupWise servers. They should allow you to

check and send email through Outlook.

Please note that you will need to make an extra step to delete mail with these directions — you will need to go to the
Tools menu and choose “Purge Deleted Items.”

1. After opening Outlook, go to the “Tools” menu and click on “E-mail Accounts.”
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2. Next you will see the window for the wizard that assists in changing e-mail accounts and directories. You will want to
select the option that reads “Add a new e-mail account” and then select “Next.”



E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

{(®add a new e-mail account:

() Wiews or change existing e-mail accounts

Directory

) add a new directory or address book
{3 Wiew or change existing directories or address books
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The following window will ask you to select a server type. Please choose the option that says “IMAP” and click “Next.”



E-mail Accounts

Server Type
‘fou can choose the bvpe of server your new e-mail account will work, with,

() Microsoft Exchange Server

Conneck ko an Exchange server ba read e-mail, access public falders, and share
docurnents,

) POP3
Conneck ko a POP3 e-mail server ko download yaur e-mail.

Falders,
{JHTTP

onneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbosx Falders.,

() additional Server Types
Connect ko another workgroup or 3rd-party mail server,
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4. You will be asked to fill out some information for the internet e-mail settings of IMAP. Here, you will want to fill out
all of the sections as follow:

a. Under “User Information”
i. Please enter your first and last name.

ii. For the e-mail address, enter your netlD and follow with “@georgetown.edu” (i.e.
netID@georgetown.edu).

b. Under the section that reads “Server Information”
i. For incoming mail server (IMAP) type: imapl.msb.edu
ii. For outgoing mail server (SMTP) type: smtp.georgetown.edu
¢. Under “Logon Information”
i.  For your username, please enter your netlD.
ii. For your password, please enter the same password you use to log into GroupWise.

iii. You may choose the “Remember password” option if you desire; it is optional. If you do not choose to
have it saved, you will need to enter your GroupWise password every time you receive mail.

iv. Before pressing “Next” please click on “More Settings.”



E-mail Accounts

Internet E-mail Settings {IMAP)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Mamne: |H|:|*;.-'a Saxa | Incoming mail server (IMART: Eimam mah edu |

E-mail Address: |Net1D@geurgetDwn.edu | Outgaing mail server (SMTP) |smrp georgetown.edy |

Logon Information

User Mame: [MekD |

Passward: |********* |

Remember password

|:| Log on using Secure Password

| More Settings ... |
Authentication (SPA)
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In the next window, select the tab that reads “Outgoing Server.” In that tab, you will want to check the box that reads
“My outgoing server (SMTP) requires authentication.” Then select the option that says “Log on using” and enter your

NetID as your User Name and your NetID password as your password — this is the password you use to log into
Access+ and Blackboard. Do not click “OK” just yet.



Internet E-mail Settings

General | QUkgoing Server | Connection | Advanced

My outgoing server (SMTR) requires authentication

(:'} Ilse same settings as my incoming mail server

@ Log on using

Lser Mame: iNetID |

; [E———— 1

Passwiord; i |
[“]Remember password:

[ ]Log an using Secure Password Authentication (SPA)
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6. Next, move over to the tab that reads “Advanced.” Here, you will want to fill in the following:

a. For “Server Port Numbers” you will want to set the incoming server (IMAP) as 993 and select the option
underneath that reads “This server requires an encrypted connection (SSL).”

b. Then, for the outgoing server (SMTP) you will want to enter the number 465. Again, please check the box
underneath that reads “This server requires an encrypted connection (SSL).”

c. Press OK.



Internet E-mail Settings &|

General | Oukgoing Server Cnnnectiun| fdvanced

Server Port Mumbers

Incoming server (IMAP): | 293 | Use Defaulks

This server requires an encrypted conneckion (S50)

oukgoing server (SMTR; 465
This server requires an encrypted conneckion (S50}
Server Timeouts

Short 07— Long 1 minuke

Folders

Root Folder path:
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7. Now, you will see a window that confirms that you have successfully entered all of the required information to setup the
account. Press “Finish.”



Congratulations!

You have successfully entered all the information required ko
setup wour accounk,

To close the wizard, click Finish,

8. Afterwards, you might see a message titled “Internet Security Warning” that says that a security certificate could not be
verified. It will ask you if you want to continue using this server. Please select “Yes.”

Internet Security Warning :

The server wou are connected ko is using a security certificate
! that could not be verified,

& certificate chain processed, buk kerminated in a rook
certificate which is nok trusted by the trust provider,

Do ol wank bo conkinue using this server?
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9. This screen will only appear if you did not save your incoming email password in step 4 — if you did so, please go to
step 10. You will then see a window titled “Internet E-mail - imapl.msh.edu” where you will be asked to login. Please
enter your netID for the username and then your GroupWise password. Press “OK.”



10. You might see a window for Microsoft Office Outlook that will indicate that it is fetching the new headers. This means
that it is taking the setup of your GroupWise account in terms of files and folders that you had created, and organizing
them in the same fashion in Outlook.

Microsoft Office Outlook

Fetching new headers. ..

Processed 122 of 309 headers,
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11. To make sure that everything is working smoothly, we recommend sending a test e-mail to either another one of your
personal e-mail accounts or to a friend’s e-mail account and verifying that the e-mail goes through. If the e-mail is
received, then the setup process for forwarding your e-mail has successfully been completed.

If you run into any errors or problems, please contact the MSB Technology Center at 202-687-4721 or by e-mailing us at
MSB-HELP@msh.edu and we will do our best to assist you in resolving them.

IMPORTANT NOTE: If you are using Outlook to send messages and you run into trouble with the sending
operation, please contact the UIS Help Desk at 202-687-4949 and let them know that you are experiencing difficulty
sending messages.

MSB Technology Center Tutorial MSB-HELP@msb.edu 202-687-4721



