eConcordia

MONTREAL

IMAP — Outlook 2019/ 365

Please note: If you are setting up voice mail IMAP connection off-campus, please
connect to Concordia’s network via VPN client first.

If you setup IMAP connection to the voicemail server in your outlook 2019 or 365 email client, the
voicemail will appear as a sound file attached to an email message, but in a separate IMAP folder. You
can still access your voicemail box from your phone once you configure the IMAP service. If you listen a
new message from your email client (Mark it Read), the MWI on the phone will turn off. If you delete a
voicemail message from your email client, the message will also be deleted from the voicemail box on
your telephone.

For additional assistant with setting up IMAP in Outlook client, please contact the IITS Service
Desk at help@concordia.ca or extension 7613.

To setup voicemail IMAP connection in an Outlook 2019 or 365 client, please go to Control
Panel->User Accounts, and click on Mail (MS Outlook 2016).

L User Accounts

s - 4 B& > ControlPanel » User Accounts

1P | Hi
CostrolParel Home User Accounts

System and Security “ @Gw.e other users access to this computer Gchangc account type
Network and Internet @M Credential Manager

i dvarasid Sound & Manage Web Credentials | Manage Windows Credentials

Programs | [ Mail (Microsoft Outlook 2016)

User Accounts -

Appearance and
Personalization

Clock and Region

Ease of Access

Click on New to add a new IMAP account.
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Account Settings

E-madl Accounts
Yiou can add of resmove an acoount. You can select an account and change kS settings.

(Bl | Dt Fles | RS8 Peeds | SharePont Lists | Inbemet Calendars | Publshed Calendars | Address Books

ﬁ'w-.- & oeee... @ W Remowe # &
Nastre

Type
@ Merosoft Exchangs Server Microsofit Exchange (send from thes sccount by defaut)
Selncted account the

Select E-mail Account and click Next.

" hckd Acoount le B

‘!wausemu

@ Lmall Account
Conaect b
5P 6t yout Organization.
Other
Conmect bo 8 server Bype shown Delow.
Fax Mail Transpon

[ o]

Select Manual setup or additional server types and click Next.

Add hceount L

Aato Account Setup

v Marual setup of am 20000t or connect B oher server Typet.

E-mall Aerxounit

& Manual Setup of sdamanal ierved brpes
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Select POP or IMAP and click Next.

Add hocoent

| Chagae Service

Microsalt Enchange Serety of tompatible serdoe
Connedd to an Exchangs saunt ta scoess emad] calerdar, pontacs, bieky, and volor mad

Cutiosicrom of Eathasge Actwelyn compulible sorvion

 Connadt bo b derior juch bs ik iam B2 biorlh emad, calendan, contads, nd taiks |
& POF or IMAFP
Consed 10 3 POP or IMAP emad s:rount |
|
Consact 1o 3 1emir pe thit i ited below
e e

Enter the following credentials:

(Ifyou donot know your MyConcordia portal netname and password, please contact the IITS Service Desk at
help@concordia.ca or extension 7613)

Your Name First and Last name
Email Address netname@unity.concordia.ca
(netname is your MyConcordia portal netname)
Account Type: IMAP
Incoming mail server: unity.concordia.ca
Outgoing mail server: smtp.concordia.ca
User Name: MyConcordia portal nethame
Password MyConcordia portal password
Click on More Settings
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A How Aceount . TR T SSER——— _‘_“

Internet |-mall
1 Each of Bhrss setngs are requined b3 gt your &-mal acoount woreg.

User Information Tt Account Settings
Wour M Jane Dos At Blling ot the informalion on this strses, we
ricoimimng you test your socount by Chcling the butien
E-mail Address: Jloeunity concondia.ca bedow. (Requines network connection]
Serder Information . ]
- | Tt Adtinst Seftings .., |
ADcount Type: P [=] e ——
| Incoming mad server: e | Test Account Settings by clicking the Next button
|| Owigong med server (SMTF): | smip.concordis.ca
Logon Information
Fassword: LT

+ Ramambic pagswerd
Fubgaine logen using Secure Passwond Authentication [5PA)

Underthe Generaltab,change the Mail Accountto read VOICEMAIL

F ™
Internet E-mail Settings = |

LGeneral | Outgoing Server I Advanced

Mail Account

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

| VOICEMAIL

Other User Information -

Organization: |
Reply E-mail:

I OK ][ Cancel I

Under the Advanced tab:

e Set the Incoming server (IMAP) to 993 and theencrypted
connection to SSL
Click OK
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Internet E-mail Settings

General Outgoing Server Advanced

Server Port Mumbers

Incoming server (IMAP): |993 | | Use Defaults |

Use the following type of encrypted connection:

Qutgoing server (SMTP):

Use the following type of encrypted connection:

Server Timeouts
Short @ Long 1 minute

Falders

Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted Iltems

Mark items for deletion but do not move them automatically

ltems marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

ok || cancel
AddNewAccount T W . -
Internet E-mail Settings
| Each of these settings are required to get your e-mail account working.
User Information Test Account Settings
Your Name: Jane Doe After filling out the Information on this screen, we
recommend you test your account by clicking the butten
E-mail Address: jdoe@unity.concordia.ca below. {Requires network connection))
Server Information
. Eﬁ Account Settings ... ]
Account Type: IMAP I3 e
|| Incoming mail server: unity.concordia.ca [V Test Account Settings by clicking the Next button

Outgoing mail server (SMTF):  smip, concordia.ca

Legon Information
User Narne: jdoa
Password: T ——

V| Remember password

| Require logon using Secure Password Authentication (SPA)

The system will verify your account settings
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Test Account Settings

CQutloak is testing the account settings you entered,

Tasks | Errors |

Tasks Status
\/Log onka incoming mail server (IMAF) Completed
P Send test e-mail message In Progress

Once the verification is successful, click Close

Test Account Settings

Congratulations! All tests completed successfully, Click Close bo continue.,

Tasks [ Errars |
Tasks Skatus
\/Log onto incoming mail server (IMAF) Completed
v/Send test e-mail message Completed
Click Finish
Aude Aepocmant - 2
n
el pe 3 5

W B 8 The infpemation we meed 10 141 g Four soount

L Al another Bounl. |
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The IMAP accountwill create a folder called VOICEMAIL
It will be at the bottom of the folder listin Outlook

If you don’t seethe folder right away, log out of Outlook and then log back in
again for the changes to appear.

_ ,53' Search

File Home Send / Receive Folder Wiew Help Acrobat

E % TS ﬂm E N M ™M = 4
New  New [, o - B Tear
Ernail ltems ~ .%J“”k” =

Mew Delete Respond
<

Favorites All Unread

Unread Mail 2 Vit |9 [l |From Subject
Inbaox 1

Sent ltems

Deleted ltems

e “7 _ Dconcordia.ca

» Inbox 1

Drafts

Sent ltems

Deleted ltems

Archive

Conversation Histary
Junk Email

Outbox

R5S Subscriptions

* Search Folders

» Groups

»Online Archive - ,....."

>VOICEMAIL
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Click on the arrow sign next to the folder for VOICEMALIL to view the Inbox sub folder. From
there, the voice-mail messages will be available.

EL=Z = o

File Home Send / Receive Folder View Help Acrobat

~ % S Ignore m E‘ g @ E 5] Mecting 9 Move to: 7 ~> To Manager [ZJJ/ % e Ftl Search People /A\')) G

N . I3 Clean Up ~ Dette e o R Formd 2 Team Email ~ Done iy i - (8] Address Book Rend | sertm
ew  New clete Archive | Reply Reply Forward ) 4 - ove Rules nread/ Follow ea end/Receive
Email Items~ | f&Junk~ Al Bl € Reply & Delete ¥ Create New - - Read Up~ 57 Filter Email ~ Aloud | All Folders
Hew Delete Respond Quick Steps [F] Wove Tags Find Speech | Send/Receive ~
<
wFavorites All Unread ByDatew T Message from ICD IITS_TEST (5404)
Unread Mail 2 |~ Three Weeks Ago -
) B . . . Repl &) Reply Al | —> Forward
Inbox 1 1 Cisco Unity Connection Messaging System <unitycont 9 Reply ) Reply o
Cisco Unity Connection Messaging Sy... To - * j@unity.concordia.ca Sat 2021-04-24 :43 PM
Sent tems: Message from ICD IITS_TEST (5404} 2021-04-24 1
e . ] E VoiceMessageway
~ Oider 45KB
s = =@concordia.ca Cisco Unity Connection Messaging Sy...
- - Message from Unknown sender (148 ___ ) 2021.0330
> Inbox 1
Drafts . . .
Cisco Unity Connection Messaging Sy...
Sent tems Message from™ 7 2020-09-04
Deleted ltems
Archive Cisco Unity Connection Messaging Sy...
Message from 7" " 2020-09-04
Conversation History
Junk Email
Outbox 2020.06-03
RSS Subscriptions
> Search Folders 2000353
> Groups
Cisco Unity Connection Messaging Sy...
Message from Unknown sender (140889¢ 2020.03-03
>Online Archive -, - . - ~
Cisco Unity Connection Messaging Sy...
Message from Unknown sender (514 8300) 2020.02-26
~VOICEMAIL
=
I Inbox I Cisco Unity Connection Messaging Sy...
Message from” A~ 5 IMAGICLE (5396) 2020.02-19
Outbox
Search Folders . 5 .
Cisco Unity Connection Messaging Sy...
Message from T/ (5147~ ) 20200113
Cisco Unity Connection Messaging Sy...
Message from IITS =~ (5" 2020.01-08
= =8 aee
15287 201612 12 e
Filter applied Connected fimi] - 1

If you would like to make the folder more visible and easier to access, Right click on the
“INBOX” sub folder, and choose “Show in Favorites”.

Kl
b RTMT B Mark All as Resd _Cﬁ:
is
RTMT -- & #=  Clean Up Folder
DR’FW-I—' et (R Delete Al LU
o # [MAP Folders... iday
i totl
B L I Show in Favorites I
Junk E-mail «pel
Outbox | Cu
notre
RSS Feeds v  Move Down
B 2 Tre
Sent It L
et items Process Marked Headers forC
Search Folders . YEER
Properties...
Em Convert "Inbox" to Adobe PDF Al
4 VOICEMAIL ]
E% Append "Inbox" to Adobe PDE od! |
Drafts (This computer only) ERE
Cisco Conii .
Outbox General Ootion
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Home Send / Receive Folder

Q .ﬁ? T Show as Conversations

Change View Reset Conversation Settings M
View = Settings View - Pre
Current View Messages
<
4 Favorites seal
Unread Mail 13 All
i o
| Inbox - VOICEMAIL | p
FOITre WiIviern It
Listening to Voice-Mail messages in IMAP:
Click on the email with the voicemail attachment.
TR Rl AR Inbok = Wl

A | Hame Send / Receive Folder View Add-Ins
o [y | S lgnore 3 ) A3 Moveto: T )
= I | B x i | B Meeting 13

#49CleanUp ~ o (3 Team E-mail =
New  New Delete | Reply Reply Forward B, -
E-mail Rems~ | & Junk ~ ¥y ,-‘T.y 7 More 2 Create New
Hew Delete Respond Quick 5t
4 Favorites %
" ‘ il
O Unread Mail - Mess
..',Q For Follow Up [114] | Arrange By: Date Newest on top Cisco
Li=j Sent Items - Fe; Sent: |
j 4 Yesterday .
= Inbox (2) - M2 Jane Doe L,
5 " i |4 Cisco Unity Connection Messaging System ... M
= Sent It lane D e
5’ Seait Rens P Message from UPGRADE TEST LINE (5991)  ©
laj Deleted ems

. T3 Cisco Unity Lonnection Messaging system ..
| imbox man | Message from UPGRADE TEST LINE (5091)  ®

=4 Cisco Unity Connection Messaging System ...
Message from UPGRADE TESTLINE (5991) @ |

4 Personal Folders -

To listen to the voicemail message, double click on the VoiceMessage.wav

attachment in the email message. The message should play on Windows Media
Player or the default Medial Player on your computer.

P P g i v
From: Cigco Unity Connection Messaging System <unityconnection@unity. concordia.ca >
To: lane Doe

o

Subject: Message from UPGRADE TEST LINE (5991

| Message |_£| WoiceMessage.wav (41 KE]
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Deleting Voice-Mail messages in IMAP:

You can delete your voicemail messages from the IMAP folder (VOICEMALIL).

Double click on the message and a new pop up window appears. Click on the Delete icon and
the message will be deleted. You do notneed to purge deleted messages.

T ¥ Emr’ S Message from Unknown sender (1

Acrobat ViewMail Q Tell rme what you want to do...

L S L -
M Ignore x fi_a ( ﬁ_a 2 Meetin Mowve ta: 7 3 To Mana
r4 |__ = q
€ > E1 Team Email EE'- Reply &L [
3@Junk* Delete /Reply Reply Forward E-@More*

All ¥ Create Mew
Delete Respond Cuick Steps
Vioice Message I
- 000/0:05 o < Spesd p

Sat 5M12/2013 11:07 AM

Cisco Unity Connection Messaging System <u

IMPORTANT TO NOTE:

If you delete a message from your VOICEMAIL folder, you also delete the
voice-mail message fromthe phone. The two are connected.
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