CHANGE OUTLOOK IMAP SETTINGS
Before starting make sure that you have the following, if you don't have everything, contact technical support
for any missing information:

o Email Address to add/make changes to

e Username(your full email address)

o Password (it is case sensitive!)

1. In Outlook click on “File” in the top left corner

File Home Send / Receive

I_'?_|l MNew Email ~ G Mew Mee

w Favorites

2. Select Account Settings (do not select the Account Settings that shows up right under it)

&Y  Inbox - rebeccat@friinet - Outlaok

{n) Info

Account Information

sampleemail@frii.com (1)
IMAR/SMTP

-I— Add Account

Save As Account Settings

Open & Export

Change settings for this account or set up more connections.

Save Attachments = Get the Outlook app for i05 or Android.

Print Ac .
Add and remove accounts or change
existing connection settings. by emptying Deleted [tems and archiving.

Account Name and Sync Settings
Update basic account settings such as
account name and folder sync settings.

Server Settings
Update logon information, such as server
name, port, and authentication settings.

(_)_| Change Profile
Restart Microsoft Outlook and choose a
different profile.

ize your incoming email messages, and re
anged, or removed.

dd-ins
zcting your Outlook experience.
@_l Manage Profiles
ER Add and remove profiles or change
existing profile settings.

3. Select Manage Profiles at the bottom of the list that shows up



4. Select Email Accounts

Mail Setup - Outlock X

Email Accounts

<A Setup email accounts and directories. Email Accounts...
=phA

Data Files
4, Change settings for the files Outlook uses to Data Files...
’g store email messages and documents.

Profiles

Setup multiple profiles of email accounts and Show Profiles...
data files. Typically, you only need one,

F account or set up more con

&I

Mailbox Settings
g Manage the size of your mailbox by emptying Delets
Tools

Print

5. Select the Email Address you would like to make changes to, then select “Change”
Account Settings x

Email Accounts
You can add or remove an account., You can select an account and change its settings.

Email Data Files RS55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

o) Mew.. 3 Repair.. % Change.. @ SetasDefault 3 Remove @ &

Type

IMAR/SMTP [send from this account by default)
IMAR/SMTP
IMAR/SMTP
IMAR/SMTP
IMAR/SMTP
IMAP/SMTP
IMAR/SMTP

Selected account delivers new messages to the following location:

sampleemail@frii.com (1)\Inbox
in data file C\Usersyrtag0h...\Microsoft\Outlooki\sampleemail @frii.com [1}.0st

Close
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In this section do the following
- - - - - S — L - - - |— ]

-
| Change Account x
Mz
] POP and IMAP Account Settings

Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Sample Emaill We recommend that you test your account to ensure that
_ the entries are correct.
Email Addreass: sampleemail @frii.com

Server Information
Test Account Settings ..

iele Account Type: IMAP

ﬂAutomaticalIy test account settings when Mext

Incoming mail server: mail.frii.com is clicked

Cutgoing mail server (SMTPE | mail frii.com
Logon Information

User Name: sampleemail@frii.com
Mail to keep offline:  All
Password: EE R R AR '

ﬂ Remember password

I:I Require logon using Secure Password Authentication

[3PA) More Settings ...

m
)

ack Cancel Help

e Typein Your Name

e Your Full Email Address

e Select IMAP

e Incoming Mail Server: mail.frii.com

e Outgoing Mail Server: mail.frii.com

e Your full email address

e Your password for your email, select remember password

Select More Settings
Select “Outgoing Server”, then select “My outgoing server (SMTP) requires authentication” and “Use
same settings as my incoming mail server”

3f Informatinn Test Accnunt Se
| Intemet Email Settings hd

e
t General Outgoing Server Advanced

1 ‘ My outgoing server (SMTF) requires authentication

WS
o Use same settings as my incoming mail server
() Log on using ati
(
ed
i
1 Remember password
i Require Secure Password Authentication (SPA)
oft
|
|
N

oK Cancel



9. Select the “Advanced” tab

Jser Intarmatinn lest Account »ettin
tod Intemet Email Settings nd the
‘e corr

M General Outgoing Server Advanced

N Server Port Numbers e
it Se

Ae Incoming server (IMAP;: 993 Use Defaults

\aticall

ng Use the following type of encrypted connection: | SSLTLS | | Ed

Jul Qutgoing server (SMTP: 465
-og Use the following type of encrypted connection: | 55L/TLS e

J58  server Timeouts
offling

235 Short @ Long 1 minute
Folders

Root folder path:
D |

| Sent Items
D Do not save copies of sent items
Deleted Items

D Mark items for deletion but do not move them automatically

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

ﬂ Purge items when switching folders while online

OK Cancel

e Incoming server(IMAP) 993, SSL/TLS
e Outgoing server (SMTP) 465, SSL/TLS
10. Select “OK
11. Select “Next”
12. It will try doing a test email.
13. If you have an “Internet Security Warning” pop up, please select “Yes”.

(You may/may not have this appear)

jfeuticcks The server you are connected to is using a security certificate Stop
l %, that cannot be verified.
— Close
— The tanget principal name is incomect. —
Tasks 4 test your accoun
—— View Certificate. ..
Tasks
\/ Log i Do you want to continue using this server?
P Send
e | we |
S8 ° b account settings
Logon Information
User Name: sampleemail @frii.com
Mail to keep offline: All
Password: ek

B rRemember password

[j Require logon using Secure Password Authentication

(3P4 M




14. Once the test email sends correctly, select “Close”

Test Account Settings
Congratulations! All tests completed successfully, Click Close to Stop
- continue,

Tasks EXNGIE s test your acco

Tasks Status

\/Lng onto incoming mail server [IMAF] Completed

+ Send test email message Completed E

faccount settin

Logon Information

Ilear Klama: B P F N

15. Select Finish
16. Select Close, the Close again
17. Go back to your inbox, and your emails should be syncing up.



