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Configuring

A number of problems are associated with using Microsoft Outlook on a computer that
is not running the latest version of Microsoft Office. Therefore, the first step in the
configuration process is to run Microsoft Update.

1.

Follow the steps on the Run Microsoft Update
(http://www.cmu.edu/computingdoc/security/win-xp/ms-update.html) page.
Note: Once you have finished updating your computer, follow these steps to set up
a new e-mail account in Outlook:
Select Start > All Programs > Microsoft Office > Microsoft Office Outlook
2003.
One of the following appears:

» Outlook main menu screen.

» Select Tools > E-mail Accounts...
Outlook 2003 Startup:

 Click Next. The Account Configuration dialog box appears.

« Click the Yes radio button to configure an email account, and then click Next.
The E-mail Account wizard.

* Click on the radio button to select Add a new e-mail account and click Next.
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E-mail Accounts

This wizard will allow you ta change the e-mail
accounts and directories that Dutlook uses.
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6. The Server Type window is displayed. Click on the radio button to select IMAP and

click Next.


http://www.cmu.edu/computingdoc/security/win-xp/ms-update.html
http://www.cmu.edu/computingdoc/security/win-xp/ms-update.html
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Server Type
You can choose the bype of server your new e-mail account will wark with,

(") Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public Folders, and share
documents,

) poOP3
_Comnect bo a POP3 e-mail server to download your e-mail,
S OIMAE .‘ Be sure to select IMAP!

(\ Connect ko a;I IMAP e-mail server bo download e-mail and synchronize mailbo:
S Folders,

{JHTTP

7. The Internet E-mail Settings window is displayed. Complete the fields as follows:
User Information
» Enter your User Name and your full email address (e.g.,
juser@andrew.cmu.edu).
Server Information
* Incoming mail server (IMAP): cyrus.andrew.cmu.edu
Outgoing mail server (SMTP): smtp.andrew.cmu.edu
Logon Information
» Enter your Andrew user ID in all lower-case letters (do NOT include the
domain information, e.g., "@andrew.cmu.edu").
* DO NOT enter your password and UNCHECK the Remember Password
check box. (The password field will be grayed out.)
* Do NOT select (check) Log on using Secure Password Authentication
(SPA).
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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

Logon Information
User Mame: dfaate
Password:

[ Jremember password

Your Mame: Dot Fooke Incoming mail server (IMARY | cvrus, andrew, cmu. edu

E-mail Address: |dfoote@andrew.cmu.edu | Qutdoing mail server (SMTR): smkp.andrew, crmu, edu

|:| Log on using Secure Password [ More Sektings ... ]

Authentication (SPA)

< Back ” Mlext = ][ Cancel

]

8. Click More Settings.

9. The Internet E-mail Settings window is displayed. Select the Outgoing Server tab
and select My outgoing server (SMTP) requires authentication. Be sure that
the radio button next to Use same settings as my incoming mail server is also
selected.
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Internet E-mail Settings 2 x|

Log on using

Iser Mame:

Password:

¥ | Remember, password

r Log on using Secure Password duthentication

aF. Cancel

10. Select the Advanced tab and complete the fields as follows.
* Incoming server (IMAP):
o0 Select the "This server requires an encrypted connection (SSL)"
option.
o0 Type 993 in the Incoming Server port field.
» Outgoing server (SMTP):
0 Select the "This server requires an encrypted connection (SSL)"
option.
0 Type 587 in the Outgoing Server port field.
Troubleshooting Note: If port 587 fails to work, repeat these steps and
enter 465 for the Outgoing server port.
o Under Server Timeouts, click and drag the bar all the way to the right so
that the Server Timeout is set to 10 minutes.
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Internet E-mail Settings

izeneral | Qukgoing Server | Conneckion -':'-dV-EII'I'IEdl

Server Port Murnbers —

= y
Incoming server (IMAR): ix ) Use Defaulks

=,

L This server requires an gncrypted connection (55L)

-

Qutgoing server (SMTP): (| 587 3

/ "'\-\._\______d_.-"'.
Ik T?Inis SErver requires an encrypked conneckion (55L)

'\-\..\_\_ ___.-'

Server Timeouks —

-:::S:-hT:urt 1 Long 10 minuteé::::ﬁ:-

Folders

Root Folder path:

11. Click OK.
12. Click Next and then Finish on the Wizard's E-mail Accounts window.

13. You will be prompted to log in.

Note: During this initial log in, Outlook may pause for a few moments as it acquires
necessary bboard information from the server. This delay only occurs during the initial
log in.

Last Updated: 8/18/09
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Adding Address Expansion

If you want to use the address expansion feature to look up e-mail address in the

Carnegie Mellon campus directory, follow these steps to add the CMU LDAP/Directory
server:

1. Select Tools > E-mail Accounts. The E-mail Account wizard is displayed.
2. Under Directory, click on the radio button to select Add a new directory or
address book and click Next.

E-mail Accounts

This wizard will allow youw bo change the e-mail
accounts and directories that Outlook uses.,

E-mail

() Add & new e-mail acoount
() Wi oF chiange eisting @-mail scoounts

Dircckory
®) B & resmi direscory oF addracs
E or address books

| Net> | | Gose |

3. The Directory or Address Book Type dialog box is displayed. Click the radio button
for Internet Directory Service (LDAP) and click Next.
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E-mail Accounts EJ

Directory or Address Book Type
You can choose the bype of drectory or address book you'd ke to add.

@ Internet Directory Service {tw! :p
werfy e-mall addresses and other

information.
() Additional Address Books

Connect to an address book to find and verify e-mai addresses and other
inforrmakion.

|-:Bat.h; ” Mext > |[':a'u:el]

4. The E-mail Accounts window is displayed. Under Server Information, enter the
Server Name as ldap.andrew.cmu.edu, then click More Settings.
Note: You may receive a warning message, "The E-mail Account you have just
added will not start until you choose Exit from the File menu, and then restart
Microsoft Office Outlook." Click OK to proceed.
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Directory Service (LDAP) Settings
You can enter the required settings to access information in a directory service.,
Server Information
Type the name aof the directary server your Inkernet service provider or system administrakor
has given yvou. [
.-__d__,—'—'_ B
2erver Mame: b |[dap.andrew. criu.edu J
— —
Logon Information e
[ ] This server requires me to log on
____,_,-'—'_'_‘_‘—\-\_\_\__\_.
< | More Setkings .. D
.\_\_1_‘__\_\_\_'_'_'_‘_'__.
< Back. || Mlexk = | | Cancel |

5. The Microsoft LDAP Directory dialog box is displayed. On the Connection tab
under Display Name, enter the Display Name as CMU Person Search.
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Microsoft LDAP Directory

Connection | Search |

Display Marme

The display name as it appears in the Address Book

e MU Person Search )

——

Mo,

T —

Conneckion Details

Pork: 389
Use Secure Sockets
Laver D
2K, | | iZancel | | apply

6. Select the Search tab. Under Search Options in the Search base field, enter the
following: ou=person,dc=cmu,dc=edu .
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Microsoft LDAP Directory

Conneckion | Search |
Server Setkings
Search kimeout in seconds: |
Specify the maximum number of entries you
. 100
wish to return after a successful search:
Search Options
garch base:
ou=person,dc=cmu,dc=edu )
QK | | iZancel apply

7. Click OK. The E-mail Accounts wizard is displayed.

8. Click Next and Finish to complete the setup.

9. Close and re-launch Outlook for the changes to take affect.

Last Updated: 12/11/07
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Sent Mail

By default, Outlook stores your sent mail in a folder called, "Sent Items". Also by default,
these items are stored locally (i.e., on your local computer, not on the server). Because
of this, these mail messages will not be accessible from any other machine.

If you want to store your sent mail on the server, follow these steps to:

e Create a Sent Mail Rule - This rule will store your Outlook sent messages to a
folder named "Sent Mail".

» Enable Local Sent Malil - Enable local sent items, so that one copy of sent mail
will be saved locally and a second copy will be saved to the server, if a network
interruption occurs.

e Customize View of Sent Mail - Make your Sent Malil folder easier to read.

» Populate the To and Sent Fields - Make the To and Sent fields appear properly in
your Sent Mail.

Special Note for Webmail Users

We recommend that you verify that Webmail is configured to store sent
mail to the same folder as Outlook, "Sent Mail". Please see the Setting
a Sent Mail/Drafts Folder section of the Getting Started with Webmail
(http://www.cmu.edu/computing/doc/webmail.pdf) document.

Last Updated: 12/12/07
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Creating a Sent Mail Rule

If it's important for you to be able to access your "Sent Items" from ANY computer,
follow these steps to configure Outlook to save your sent mail to your "Sent Mail" folder
on the server:

1. In Outlook, select Tools > Rules and Alerts. The Rules and Alerts dialog box

appears.
2. Click New Rule...

Rules and Alerts

E-mail Rules | Manage Alerts

ﬁ Mew Ru@nge Rule - L

in the order showy

3. The Rules Wizard appears. Select the radio button to Start from a blank rule and
then select Check messages after sending; click Next.

Rules Wizard E|

() Skart creating a rule from a kemplate
(*) Stark From a blank rule

Step 1@ Select when messages should be checked

C =k e ._. ﬂlllli Ilill - I"l"."E-'

“heck messages after sending

Step 2: Edit the rule description (click an underlined alue)

Apply this rule after I send the message

< Back | Mext = | | Finish

4. Select the checkbox next to uses the form name form, and then select the
underlined form name (under the Step 2 section). The Choose Forms dialog box
appears. Select Application Forms from the pull down menu.

-12 -



Outlook 2003-DSP Clients

Iiules Wizard

Which condition(s) do wou want ko check?
Step 1: Select condition(s)

|| marked as importance
|| marked as sensitivity Choose Forms
[] sent to people or distribution list
[ | with specific words in the body
[ | with specific words in the subject or b
[ | with specific words in the recipient's ;
] assigned to category cakegory
|| which has an attachment

Personal Farms

|| which is a meeting invitation or updat
[ | on this machine only

[ ] show categories

Step 2: Edit the rule description {click an | Description

Form Mumber:

5. Select Message, then click Add. The Message appears in the Selected Forms list.
Click Close and then click Next.

Choose Forms |E|

Selected Forms:

application Farms

Exception
Journal Enkry

Meeting Cancellation
o <- Remaove |
Meretimg FEques

(|Message ) |

Fepart

Moke
Ok of office kemplate N

Show cateqories

6. The instructions split into two options at this point:
* Option A: saves messages to your Sent Mail folder when sent, however, the
Sent Mail rule can become disabled without warning if a network interruption
occurs. In this situation, NO COPIES OF YOUR SENT MAIL WILL BE SAVED.
» Option B: permanently attaches your email address to the CC line of outgoing
messages, and places the incoming message in your Sent Mail folder when

-13-
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received. These messages will appear in your inbox as if they were deleted
messages, wWhile a copy is placed in the Sent Mail folder.

Follow the steps for Option A or Option B, then continue to Enable/Disable Local
Sent Mail.

Option A:

1. Select the checkbox next to move a copy to the specified folder. Under the Step
2 section, click on the specified folder. The Rules and Alerts dialog box appears.
Select the Sent Mail folder located in the Inbox folder to insure the sent mail is
saved to the server instead of on your local machine.

Rules Wizard

What do wou want to do with the message?
Step 1: Select actionis)

_\-assigrrit-tathe cateqory categary
move a copy to the specified Folder

Rules and Alerts

Choose a falder:

For ackion in a number of davs = ﬁ cyrus. andrew. o, edu
| mark it as imporkance C3
] sbop processing more rules i
_ = [ Inbox (1)
] petform a custom ackion )
[ alisan

[ mark it as sensikivity

] notify me when it is read 1 allstate
[ | notify me when it is delivered 1 calendar
[ security

|| Ci the message to people o distribukion lisk
|| defer delivery by a number of minutes

spam (5)

Step 2! Edit the rule description (click an undetlined (3 Trash

apply this rule after I send the message (3 offidal
[ arg

uses the Message Form
move a copy bo Bhe specified Folder

2. Click OK and then click Next. Click Next again to skip exceptions.
3. Specify a name for this rule, such as "Sent Mail Rule", click Finish, and then click
OK. Continue to Enable/Disable Local Sent Mail.

-14 -
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Rules Wizard

Finizh rule setup.

ep 1! Specify aname For this rule

Sent Mail Fule| /'I

"-‘.\_\_\_\_\_‘_._._._'_'_'_,_,.r'
Step 2@ Setup rule options

Option B:
1. Select the checkbox next to Cc the message to people or distribution list. Under

the Step 2 section, click on people or distribution list. The Rule Address dialog
box appears. Enter your email address for Specify the addresses to be Cc'ed .

-15-
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Rules Wizard

What do ywou want ko do with the message?
Step 1: Select action(s)

] assign it ko the category caktegory

[ | move a copy ko the specified Folder

[ ] Flag message For action in a number of davs
[ | mark it as importance

] stop processing more rules

] perfarm a cuskomn ackion

Rule Address

Type Mame or Select from Lisk:

Show Mames

[ ] mark it as sensitiviey

_antacks

[ | notify me when it is read
| nok is delivered
|4 Cc the message to people e diskribukion lisk

e —— R
| defer delwvery by a number of minukes

Step 2: Edit the rule description (click an underlingd

apply this rule after I send the message
uses the Message Form

 the messabe En:n EE.'I:IE|E.' ot diskribution IisE -

Specify the addresses ko be Cc'ed:

| Cancel | | < Back, CE':":’

dawnj@andrew, criu, edu 2

2. Click OK and then click Next. Click Next again at the Select Exceptions dialog box.

3. Specify a name for this rule, click Finish.

Rules Wizard

Finizh rule setup.

ep 1: Specify a name For this rule

Sent Mail Fule| /'I

"-..,‘_‘___-_-_-_.___._,,..-"'
Step 2@ Setup rule options

4. Create a new rule for Outlook to follow for messages received in your Inbox with

your email address on the Cc line. Click New Rule...

-16 -
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Rules and Alerts

E-mail Rules | Manage Alerts

ﬁ Mew Ru@nge Rule - L

in the order showy

5. The Rules Wizard appears. Select the radio button to Start from a blank rule and
then select Check messages when they arrive; click Next.

Rules Wizard

() Start creating a rule From a kemplat

@t_art From a blank r__uE

6. Select the checkbox next to from people or distribution list, and then select the
underlined people or distribution list (under the Step 2 section). Enter your email
address in the From section.

-17 -
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Rules Wizard

Which condition(s) do wou wank to check?
Step 1: Select condition(s)
|® From people or ristribution list
specihic words in the subject
[ | through the specified account

[ ] sent only ko me

[ where my name is in the To box
[ | marked as importance

[ | marked as sensitivicy

[ "] flagged for action

[ where my name is in the Cc box
[ | where my name is in the To or Cc box
[ | where my name is not in the To box
[] sert to people or distribution list

[ ] with specific words in the body

Rule Address

Type Mame or Select from Lisk: Show Mames

_antacks

Step 2: Edit the rule description (click an underlined

apply this E55A0E artives
Frgfn people or diskribukion lisk

Cancel | |

From - dawnj@andrew, cru, edu
7. Click OK and then click Next.

8. Select the checkbox next to move it to the specified folder. Under the Step 2
section, click on the specified folder. The Rules and Alerts dialog box appears.
Select the Sent Mail folder located in the Inbox folder to insure the sent mail is
saved to the server instead of on your local machine.

-18 -
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Rules Wizard

What do wou wank ko do with the message?
Skep 1: Select ackionls)

™ 0y it bo the specified Folder o
] assign it ko Ehe category category T
[ | delete it
[ | permanently delete it g

[ | move a copy ko the specified Folder

[ | Forward it to people or diskribution lisk

|| Forward it to people or distribution lisk as an attac
[ | reply using a specific kemplate

|| Flag message For ackion in a number of days

II'I
Rules and Alerts

[ | flag message with a colored Flag Chaase a Foldet:
[ | clear the Message Flag .ﬁ
[ | mark it as importance = CYTLI= Andrew.crmu.edu
1 print it A ey
= L Inbox
Step 2: Edit the rule description (click an underlined wa Ca Communications
Apply this rule after the message arrives Ca Huror

From dawni@andrew. ooy, edu
mave it koffhe specified Folde A Instr Tech

3 VideoConferencing

— (IS |

9. Click OK and then click Next. Click Next again to skip exceptions.
10. Specify a name for this rule, such as "Move Messages on Receive", click Finish,
and then click OK. Continue to the section Enable/Disable Local Sent Mail.

Rules Wizard

Finish rule setup.

Sk this rule

Move Messages on ReceiveD

__-—.',ﬂ"
Step 21 Setup rule options

T T )

Last Updated: 12/11/07
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Enable Local Sent Mail

The Sent Mail rule (option A
(http://www.cmu.edu/computingdoc/email/outlook/2003/sentmail/rules#optionA.html) )

will become disabled without warning if a network interruption occurs. In this situation,
NO COPIES OF YOUR SENT MAIL WILL BE SAVED.

We strongly recommend that you follow these steps to enable local sent items,
regardless of which Sent Mail option you followed. By doing so, one copy of sent mail
will be saved locally and a second copy will be saved to the server.

Follow these steps to enable local sent items:

1. Select Tools > Options. The Options window appears.
2. Click E-mail Options...

Options

Preferences |Mail Setup | Mail Format | Spelling || Security | Other

E-mail

: : _hange the appearance of messages and the way they-are-handled,

................................................ N
Junlk E-mail. .. E-mail Options. .. |
.f | ")

b :

ey

Calendar
3. The E-mail Options dialog box appears. If you want to save copies of your Sent
Iltems LOCALLY, select the checkbox for Save copies of messages in Sent Items

folder.
E-mail Options D_(l

Message handling

£| Afker moving or deleting an open item:

[ ] Close original messane on reply or Forward

Remove extra line breaks in plain kext messages

[ |read all standard mail in plain text

4. Click OK twice to close both dialog boxes.

Last Updated: 12/11/07
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Customize View of Sent Mail

To make your Sent Mail folder easier to read, follow these steps to customize the fields

that appear:

1. In Outlook, select your Sent Mail folder.
2. Select View > Arrange by > Current View > Customize Current View.

3. Click Fields. The Show Fields dialog box appears.

4. Under the Show these fields in this order section, select From and Received

then click Remove.

Show Fields

Select available fields From:

Maxirmum number of lines in mulki-line mode: |2 W

Frequently-used fields
& ailable fields:

&uto Forwarded

_ategaries

_C

Contacks

Conversation

Created

Do Mok Autodrchive

Due By

Follow Up Flag

Message

Cirininatnr Nelivery Remnesked

Show these fields in this order:

X]

|

<- Bemove

Mew Field. ..

Importance
Icon
Header Status

Flag Skatus
achment ™

5. Under the Available fields section, select To and Sent then click Add.

-21 -




Show Fields

Select available fields From:

Maxirmum number of lines in mulki-line mode: |2 W

Outlook 2003-DSP Clients

x]

riginator Delivery Requested
Read

Senk

Tao

Frequently-used fields L
& ailable fields: Show these fields in this order:
Conkacks ” add - Importance
Conversation b — Tcon
Created Header Skatus
Do Mak Autodrchive m Flag Skatus
Cue By Atkachment
Fallow Up Flag Mew Figld. . Subiject
From e el | ——
Message

Move Up |

Move Down

6. Under the Show these fields in this order section, use the Move Up button to
arrange the fields in the order you want them to appear.
7. Click OK twice to close the dialog boxes.

Last Updated: 12/11/07
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Populate the To and Sent Fields

The To and Sent fields won't appear properly in your Sent Mail until you perform the
following steps:

1. In Outlook, select your Sent Mail folder.
2. Select Tools > Rules and Alerts. The Rules and Alerts dialog box appears.
3. Click New Rule...

Rules and Alerts

E-mail Rules | Manage Alerts

ﬁ Mew Ru@nge Rule - L

in the order showy

4. The Rules Wizard appears. Select the radio button for Start creating a rule from a
template. Under Stay Up to Date, select Display mail from someone in the New
Item Alert Window. Click Next.

Rules Wizard

Step 1: Select a kemplate

Stay Organized
1 Move messages from someone to a Folder
{3 Move messages with specific words in the subject to a Folder
4 Move messages sent bo a distribution list o a Folder
X Delete a conversation
¥ Flag messages From someane with a colared flag

y Up to Date

®% Display mail from someone in the Mew Ikem Alert Window

. =5zages from someone
k
@ Send an alert ko my mobile device when I get messages From someone

5. Under Step 1, check to be sure that NONE of the condition checkboxes are
selected. Under Step 2, click on a specific message. The Alert Message dialog
box appears. Enter text for your message.
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Rules Wizard |

Which condition(s) do wou wank to check?
Skep 1: Select condition(s)

[ | with specific words in the message header

|| with specific words in the recipient's address
[ | with specific words in the sender's address
] assigned to cateqory categaory

(| which is an Qut of Office message

|| which has an attachment

[ | with a size in a specific range

[ | received in a specific date span
[ | uses the form name Form

[ | with selected properties of documents o Form i

[ | sender is in specified Address Book

|| which is a meeting invitation or update
L] an this machine only

|

Sent Mail Alert Massage|

Step 2: Edit the rule descripkion (click an underline

Apply this rule after the message arrives
-:Iispla the Mew Ikem Alert window

6. Click Next until you reach the last step of the Wizard. On the Finish rule setup
dialog box, select the checkbox for Run this rule now on messages already in
"Sent Mail"; verify that the checkbox for Turn on this rule is also checked. Click
Finish.
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Rules Wizard

Finizh rule setup.

Step 1: Specify a name For this rule

Sent Mail Alerk Message

Step 2 Setup rule opkions

Turn on this rule

i_reate this rule on all accounts

Step 3: Review rule description (click an underlined walue to edit)

apply this rule after the message arrives
display Sent Mail Alert Message in the Mew Ikem Alert window

| iZancel || < Back | Mext = | Finish |

-\"1-\_‘_‘_‘_._._._,-0-"-

7. The Rules and Alert dialog box appears. Select the Sent Mail Alert Message (or
whatever you named the rule) and click Delete to delete it.

Rules and Alerts

E-mail Rules | Manage Alerts

L‘E}M&w Rule... ChangeRule~ =3 Q:np':.f.@ QE|E!@ i ¥ |

P

Fule (applied in the order shown)

Sent Mail alert Message
Senk Mail Rule

8. Click OK to close the dialog box.

Last Updated: 12/11/07
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