EConcordia

MONTREAL

IMAP - Outlook 2010/2013/2016

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 install the Internet Message Access Protocol IMAP service, voice-mail will appear
as a sound file attached to an email message, but in a separate IMAP folder in your
email client. The red light indicator on your phone will indicate a new voice-mail
message in your IMAP. If you delete a voice-mail message from your IMAP folder, the
message will also be deleted from the voice-mail on your telephone. You can still
access the new voice-mail from your telephone once you install the IMAP service.
Using the telephone, you will be prompted to enter your PIN instead of your voice-mail
password. The PIN is your voice-mail password. You can access your voice-mail entirely
through your telephone if you so choose.

Foradditional assistant with setting up IMAP, please contact the IITSService Desk at
help@concordia.ca or extension 7613.

= Open Outlook client
= C(Click on File > Info > Account Settings > Add and remove accounts or
change existing connection settings
) Inbox - Mailbox -

Home Send / Receive Falder View Add-Ins

@5 Save As .
Account Information

Microsoft Exchange Server

Info =4 Microsoft Exchange

gp Add Account
Open

Print Account Settings

gLLl Medify settings for this account, and configure

Help E additional connections.
Account

] Options Settings

@ Exit Account Settings...

.‘g}L ; Add and remove accounts or change
“ existing connection settings.

f Delegate Access
@4 Give others permission to receive )
items and respond on your behalf, of Office)

tify others that you are ou
respond to e-mail messa

a g Download Address Book...

Download a copy of the Global
Address Book.

) Mailbox Cleanup
}’ Manage the size of your mailbex by emptying Deleter
k archivina.
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Click on New to add a new IMAP account

Account Settings

)

E-mail Accounts

You can add or remove an account, ¥ou can select an account and change its settings,

£

o Mew... | 3% Repair... 5 Change... ¥ Remove s

Mame: Type

'Q Microsoft Exchange Server Microsoft Exchange (send from this account by default)
alcar,concordia.ca POR[SMTP

Selected account delivers new messages ko the Following location:

Change Folder

Close

= Select E-mail Account
=  (Click Next

-

Add New Account v ' » ﬂ

Choose Service

"éi- E-mail Account

Connect to an e-mail account provided by your Internet service provider (ISF)
or your organization.

() Text Messaging (SMS)

Connect to a mobile messaging service.
(") other
r Connect to a server type shown below.
Fax Mail Transport

< Back Next > Cancel

i
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= Select Manually configure server settings or additional server types
= Click Next

Add New Account rZ|

Auto Account Setup
Connect to other server bypes.

() E-mail Account

() Text Messaging (5MS)

@:P_danually configure server settings or additional server types:

Mext = ]’ Cancel

= Select Internet E-mail. If you are using Outlook 2013 or Outlook 2016, please
select POP or IMAP option.

=  (Click Next

Add New Account

X

Choose Service

(O} {

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

() Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Tent Messaging {SMS)
Connect to a mobile messaging service,

< Back I” et > ] [ Cancel
| S ——
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Enter the following credentials: ((If you do not 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 netname
Password MyConcordia portal password

= Check off Remember Password
= (Click on More Settings...

Add New Account tﬂhj

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 button

E-mail Address: jdoe@unity.concordia.ca below. (Requires network connection)

Server Information

Account Type: IMAP EI

Incoming mail server: unity.concordia.ca [#] Test Account Settings by clicking the Next button

| Test Account Setfings ... I

Outgoing mail server (SMTP): |smip.concordia.ca

Logon Information
User Name: jdoe

Password: S ———

[¥] Remember password
[ Require logon using Secure Password Authentication (SPA) IS
= More Settings ...

< Back ” Next > J‘ Cancel ‘

= C(Click on Advanced Tab, and in the Server Port Number section, change the port
number to 993, and select SSL as the type of encrypted connection. Click on
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‘Ok’ and return to the previous interface.

Server Port Numbers

Incoming server [IMAF): Use Defaults

Use the following type of encrypted connection: | 55L e
Cutgoing server [SMTFR
Use the following type of encrypted connection: | Mone L
e Click on Next
§ T * s Hogr i
Add New Account

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

User Information Test Account Settings

Your Name: [1ane Doe | After filling out the information on this screen, we

: - - = recommend you test your account by clicking the button
E-mail Address: |jdoe@unity.concordia.ca below. (Requires network connection)
Server Information
: < ’ Test Account Settings ...

Account Type: | MAP El
| mcoming mail server: ;unity.concor.dia.ca [ [/] Test Account Settings by clicking the Next button

Outgoing mail server (SMTF): i.sm.tp.concordié.ca

Logon Information

User Name: :jdoe

P.ass\l.rord: ;======================

Remember password

il [ |Require logon using Secure Password Authentication (SPA)

More Settings ...

r——

< Back I Mext = I Cancel
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e The systemwill verify your account settings

Test Account Settings

Cutloalk, is kesting the account settings you entered,

Tasks | Errors |

Tasks Skatus
\/Lu:ug onko incoming mail server (IMARD Completed
P Send test e-mail message In Progress

e Once the verification is successful, click Close

Test Account Settings

Congratulations! Al tests completed successfFully, Click Close bo continue,

Tasks | Errars |

Tasks Status
\/Lcu; anto incoming mail server (IMAR Completed
\./ Send test e-mail message Completed

Page 6 of 12



—

CConcordia

MONTREAL

e Click Finish

Add New Account

Congratulations!
‘fou have successfully entered all the information required to setup your account,

To close the wizard, click Finish,

add anather account.. .

= Back

e Go back to the Account Settings again and double Click the account which you set just
now.

jdoe@unity.concordia.ca
e Click on More Settings

* - L » — - 1
Add New Account m
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 button
E-mail Address:  jdoe@unity.concordia.ca below. (Requires network connection)
Server Information
— - Test Account Settings ...
Account Type: | IMAP EII
|| Incoming mail server: :l]nlty.concor.&la.ca | [/] Test Account Settings by clicking the Next button

|| Outgoing mail server (SMTP): gusm-t.p.concor-c.l-ié.ca

Logon Information
User Name: jae
Password: P —

Remember password

i ["|Require logon using Secure Password Authentication (SPA)

More Settings ...

| <gack | Ned> | [ cancel |
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= Underthe General tab, change the Mail Account to read VOICEMAIL
= Click on the Deleted Items tab. If you are using Outlook 2013 or Outlook 2016,

please click on the Advanced Tab.

Internet E-mail Settings |
Cwukgoing Server Conneckion Adwvanced
General | Sent Ikems I Deleted Items

Mail Account

Twpe the name by which wou want bo refer to this account. For
s " or "Microsoft Mail Server”

|voIcEMAIL |

Other User Information

Qrganization: | |

Reply E-mail: | |

[ ol ] [ Cancel ]

= Select Mark items for deletion but do not move them automatically

= (Click OK
Internet E-mail Settings E|
Zukgoing Server Conneckion Advanced
General Sent Ikems | Deleted Ttems

() Maove deleted items ta the Follawing Folder on the server:

=

(®)Mark jrems For deletion but do nat move them automatically:

Ikerns marked For deletion will be permanently deleted when the items
in the mailbox are purged.

Purge items when swikching Folders while online

[ oK Cancel
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= The IMAP will create afolder called VOICEMAIL
= |t will be at the bottom of the folder list in Outlook
= If youdon’t see the folder right away, log out of Outlook and then log

back in again for the changes to appear

Inbox - Mai
Home 5end [ Beceive Folder Wiew Add-Ins
-
Ty lgnore x a EJ 2 B2k Meeting {13 Move to: 7
%=y Clean Up - &4 Team E-mail
Mew  Mew Delete Reply Reply Forward B -
E-mail Items~ & Junk ~ Al = MOre™ | | Reply & Delete
Mew Delete Respond Ju
4 Favorites E
| R 5 ¢
O Unread Mail
: s
Eﬁ For Follow Up [114] Arrange By: Date Mewest on top = L
[y sent ltems - Personal Folders 4 Today {
[ Inbox - Mailbox - Jane Dae (-4 Thomas 330 PM S
(=} Sent Items - Mailbox - Jane Doe Ti
fal Deleted Items (1] [ Tarik 3:14 PM
4 Mailbox - " linda 2:40 PM
[ Inbox
(7| Drafts [2]
& Deleted Hems (1) i Kathryn 2:08 PM
(34 Junk E-mail (] Alyssa 2:02 PM
(= Outbox
[ Rss Feeds % Andrews 1256 PM [
[ Eﬂ Search Folders
> Archive Folders [ Lisa 12:52 PM
[> Personal Folders —
[-—4 Belinda 12:47 PM

4 VOICEMAIL
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= Click on the arrow sign nextto the folderfor VOICEMAIL to view the

Inbox subfolder.

= From there, the voice-mail messages will be available

= We recommend dragging and dropping a copy of the VOICEMAIL Inbox

sub folder to the Favorite Folders
=  This will make the folder more visible and easier to access

*Note: Drag the Inbox subfolder, NOT the VOICEMAILfolder.

3= _ .
[DI= A Inbox - Mail
File Home Send [/ Receive Folder View Add-Ins
= 1 na .
i 'L% » lgnore x Y \kJ .% ahﬂeeting A3 Move toe 7
%= Clean Up ~ ¢ - & Team E-mail
Mew New Delete Reply Reply Forward B -
E-mail Items~ | daJunk = Al & Lt i~ Reply & Delete
Mew Delete Respond Chuie
4 Favorites £
o
O Unread Mail R
. FY .
0 For Follow Up [114] Arrange By: Date Mewest on top = Li
= sent Items (3]
- 4 Yesterday B
L7 Inbox (2] lane Doe : : : . Se
L;_-] Sent Trems Jane O |4 Cisco Unity Connection Messaging System ... To

@ Deleted Items
3 Inbox

> Archive Folders
4 Personal Folders

[ Inbox
Li# Drafts
b @ Deleted Items

> £ 0001
3 oooz2
3 0003
3 o005
3 ool
3 ooz

> Cd 003

[ 02
> [ Anthony

[ Catherine
lig Junk E-mail
= Outbox

> [ PROJECTS

» L Search Folders
[=7 sent Items

4 VOICEMAIL

[ Inbox <

L Search Folders

Message from UPGRADE TEST LIME (5991) 1]

=4 Cisco Unity Connection Messaging 5ystem ol... |
Message from UPGRADE TEST LIME (5991} 0]

L= Cisco Unity Connection Messaging System ... |
Message from UPGRADE TEST LIME (5991) 1]
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= Highlight or click on the email with the voicemail attachment

(I Inbox - %

File Home Send / Receive Faolder View Add-Ins
= 3 Ignore x e e . 23 Move to: 7 (=
Meetin
@ - —*a _$ = g -

#= Clean Up - & Team E-mail =]
Mew  New Delete Reply Reply Forward B -
E-mail ltems= & Junk - All 2 More i Create New
Mew Delete Respond Quick 5t
4 Favorites <
0
O Unread Mail Mess
Ep For Follow Up [114] Arrange By: Date Mewest on top Cisco
[=] sent tems Sent: |
4 Yesterday -
(5] Inbox (2) Jane Doe = !
[~ Cisco Unity Connection Messaging System v... =gy
= Sent [tems Jane Do €
"_j - Message from UPGRADE TEST LIME (5991 1]
fa] Deleted fems

=4 Cisco Unity Connection Messaging dystem V...
L] Inbox Message from UPGRADE TEST LIME (5991) @

4 Personal Folders -

[:—4 Cisco Unity Connection Messaging System ...

Message from UPGRADE TEST LIME (5991 1]
(5] Inbox

@ Drrafts

> '-E‘ Deleted Items

> £ 0001

= To listen to the voice-mail message, double click on the
VoiceMessage.wav attachment in the email message.

* The message should play on Windows Media Player or the default Media
player on your computer

(TN TN DA A AP PR F ]

From: Cisco Unity Connection Messaging System <unityconnection@unity, concordia.caz
Tae Jane Doe

Cc

Subject: Message from UPGRADE TEST LIME (5991

] Message @ WoiceMessage.wav (41 KEB)
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DELETING VOICE-MAIL MESSAGES IN IMAP:

You can delete your voice-mail messages from the IMAP folder VOICEMAILthe
same way you delete email messages.

= Highlight the IMAP voice-mail message you wish to delete
= Click on Delete

= Once you delete the message, it should be removed

= Youdo not needto purge delete the message

IMPORTANT TO NOTE:
Ifyou delete a message from your VOICEMAIL folder, you also delete the
voice-mail message from the phone. The two are connected.

=L Ir

Home Send / Receive Folder View Add-Ins
=L i | 43 . 7
.] _h% 4lgnare x ) k] $ ‘EMEEHHQ g Move to: T
¢ o 2 Team E-mail

=1 Clean Up ~
Mew  Mew Delete Feply Reply Forward -
E-mail ltems~ | & Junk - All 3 More iz Create New
Mew Delete Respond
4 Favorites *
jo
O Urnread Mail
O For Follow Up [115] Arrange By: Date Mewest on top
[ sent Items
jl 4 Today
=] Inbox (2} Jane Doe
- - Cisco Unity Connection Messaging System 1.,
=7 Sent Items lane Do =
! Message from Unknown sender [5404] 17

@ Lemar e M, L~ Cisco Unity Connection Messaging 5ystem 1...

L -] Inbox Message from Unknown sender [5404) m

.................................................... T o U 'S IR T [PPUNINS U S T —]
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	 Click on File > Info > Account Settings > Add and remove accounts or change existing connection settings
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	 Select Mark items for deletion but do not move them automatically

