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E-mail clients communicate with the mail server through network protocols. There are two different protocols that you can choose
when setting up an e-mail client. This documentation provides the basic setup of the Outlook email client with the UA Statewide

mail server.

E-mail clients provide an easy graphical interface for you to
access your e-mail over the internet. This documentation
provides the basics of how to set up the Outlook e-mail client
to work with the mail server.

Internet Message Access Protocol (IMAP)

IMAP leaves your mail messages on the email server. Since
the mail messages are stored on the server, you can read your
e-mail from multiple computers or e-mail clients which use
IMAP. If you use the Pine mail system or Web Mail you will
want to use IMAP. The IMAP protocol is the one you will
select in the majority of cases

Setting up your Microsoft Outlook e-mail client

Post Office Protocol (POP)

POP copies all of your messages to your local computer. By
default POP clients will delete your messages off of the mail
server. If you only use a single computer to read e-mail, or
you reside in a rural area with a slow internet connection, you
will want to use POP.

If you're unsure about which e-mail protocol to choose, you
may contact the OIT Help Desk for assistance. Call 450-8300
locally, or write helpdesk@alaska.edu. Rural areas may dial 1-
800-478-8226.

1. Open Outlook. Go to the Tools menu and select E-mail
Accounts...
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2. Next, select “Add a new e-mail account” and click Next
E-mail Accounts E\

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

E-mail
(@iRdd a new g-mail account,
O View or change existing e-mail accounts

Directory

) Add a new directory or address book
() View or change existing directories or address books

3. Select, IMAP and click Next

+-mait Accounts [
Server Type
s €3 o thes b of serves your new -l agssunt vl s it

) Micrusedl Enchamge Server
Corvinct 10 a1 Exchangs esevee th 1 -, Actinte uble Fdare, and thies
drasrerds,

Cpora
Coremet 5 B3 - v 0 ko yiur el

oaE
Cooractth =
fokars

Cogrm
Crrrmct 30 HTTP aeraad sorvms i o ot 5 dovedond sl
E o fekders

) Addiional Server Types
Corerse s snclher webipiny e Sl gty rd sewves

==

4. Fillinthe required information, for example:

Name: John J. Doe

E-mail Address: sxjjd@uaf.edu

Incoming mail server: email.alaska.edu

Outgoing mail server: email.alaska.edu

Username: sxjjd (Unselect Remember password)

E-mail Accounts E\
Internet E-mail Settings (IMAP)

Each of these settings are required to get your e-mail account working.

User Information Server Information

YourName:  [3ohn 3. Doe Incoming mail server (IMAP): email alasks.edu
E-mail Address: [sjid@uaf.edu Qutgoing mail server (SMTFK | email, alasks.sdu

Logon Information

Password:

[CIRemember password:
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5. Click the More Settings Button and select the Outgoing Configuring Outlook to use Enterprise
Server Tab _ Directory (EDIR) Addressing

Internet E-mail Settings E|
Eanetall Outgong Server |Ganmesanlliaseaces 1. Gototools > E-mail Accounts...
EMEr S onnection [ ance: . .
Select “Add a new directory of Address book™ and click Next
[¥]#y oukgoing server (SMTPY requires authentication: Enll i
@ se same sektings as my incoming mail server
This wizard will allow you to change the e-mail
O |;Dg an LISiI'II; accounts and directories that Outlook uses.
E-mail
() Add & new e-mail account
() Wiew or change existing e-mall accounts
Directory
— @dd 2 new drectory or address book
) View or change existing directaries or address books
o
2. Next, select “Internet Directo ry Service (LDAP)” and click
Next
I Ok l [ Cancel ] Directory or Address Book Type
You can choose the type of directory or address book wou'd lke to add.
6. Click the Advanced Tab, change the Outgoing Server ©inkernet Directory Service (LDAP)
(S M TP) tO 587 ﬁgx;;gf‘.an LDAP server to find and verify e-mail addresses and other
i ) . 3 ) additional Address Books
Internet E-mail Setti ngs [$_<| Connect to an address book to find and werify e-mail addresses and other
— informatian.
General | Qutgoing Server | Connection | Advanced
Server Part Mumbers
Incoming server (IMAPY: Use Defaults
[ This server requires an encrypted connection (S50
Qukgoing server (SMTP): 5g7
[ This server requires an encrvpted connection (S5L)
Server Timeouts [ <pock [ e | [ concel |

Shefie S————— Eng 1 minute
e 3. Type in the server name: edir.alaska.edu and click More

Settings
Roat folder path: E-mail Accounts g‘

Directory Service (LDAP) Settings
You can enter the required settings ko access information in = directory service,

Server Information

Type the name of the directory server your Inkernet service provider or system administrator
hias given you.

Server Name: edir. alaska.edu|

Logon Information

[ This server requires me to Iog an

]
[ ok [ coneal | ]
7. Click OK. Click Next. Click Finish. Your email account is
now setup.
<gack [ Mext> | [ Cancel
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4. The Microsoft LDAP Directory Connection Tab should be 5. Now select the Search Tab and type in the following
opened. information:
Display Name: edir.alaska.edu Search Base: dc=alaska, dc=edu
Port: 636 y . .
M ft LDAP Direct
Check: “Use Secure Socket Layer” K:roR e g|
Microsoft LDAP Directory g| | Connection | Search |

Conneckion | Search Server Settings

) Search timeout in seconds:
Display Mame

The display name as it appears in the Address Book Specify the maximur number of entries you
want to return after a successful search:

|edir.a|aska.edu |

Search Base

Connection Details

) Use Default
Fort: |E.35 | () Custom: |c|c=alaskaJ dc=edu
Ise Secure Sockets Browsing

Laver
[]Enable Browsing {requires server suppork)

[ oK H Cancel ]

o] l [ Cancel ] ’ Apply

Click OK and Next.

7. Now, from the Address button or Tools > Address Book,
you can click the Find Items Icon or Tools = Find, then type
in a name or part of a name, and EDIR will supply a list of
address from which to choose.
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