Information Technology
MINNESOTA STATE UNIVERSITY

MOORHEAD. 0365 Email Services Transition

Voicemail via Outlook on Windows 7 & 10 Setup

Topic: Setup Instructions for Voicemail via Outlook

**These instructions apply to configuring Outlook for voicemail playback on Windows 7 & 10 PC’s
for the 0365 Email Services transition starting March 18, 2019. This applies ONLY for MSU
Moorhead faculty, staff and student workers with designated Nortel work phones **

1. Open Outlook 2016.
2. Click the File tab.

Send [ Receve Falder Yiew
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Reply Reply Forward EE
Email Iltems~ All

Mew Respond

4 Favorites 2arch Current Mailbox [,

Imbeoae L. -2d

Sent ltems b Today

3. Click Account Settings > Account Settings...

’T‘ {\ccoum_ SetL Iy
=)

Change settings for this account or set up mare I

connections.
Settings - Access this account on the web.

late.ed !
@ | Account Settings... Pl
. ]

Add and remove accounts or
change existing connection settings.

.. Delegate Access
Give others permission to receive

iterns and respond on your behalf. (Out of Office)

Download Address Book... fy others that you are out of office, on vacation, or

IJE", Download a copy of the Global -mail messages.
Address Book.

EB Manage Mobile Notifications
_D Set up SMS and Mobile

Netifications.
ohiteations box by emptying Deleted ltems and archiving.

Cleanup
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4. Click New...

Account Settings X

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

3f Change.. € Sctas Default X Remove ® &

Type
Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following loca

lee.hoselton@mnstate.edu\inbox

in data file C:\Users\0i7095ai\...\Outlook\lee.hoselto state.edu.ost

Close

Windows 7 users, continue here on step 5.
Windows 10 users, skip to step 6.

5. Select E-mail Account. Click Next.

Add Account ll

Choose Service

*+ E-mail Account

ORNMeCt to an e-mail accod idled by your Internet service provider
[ISF} or your organization.

" Other
Connect to a server type shown below,
Fax Mail Transport

= Back

Cancel |
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6. Select Manual setup or additional server types. Click Next >

. Add Account
| Auto Account Setup
Manual setup of an account or connect to other server types.

O E-mail Account

Your Mame:

Example: Ellen &dams

E-mail Address:

Example: ellen@contosa.com

Passuward:
Retype Password:

Type the pazsword wour Internet sg

@ Manual setup or additional server types

Fprovider has given you,

< Back Cancel

7. Select POP or IMAP. Click Next >

Add Account

Choose Service

(_) Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP
Connect to a POP or IMAP email account
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8. Complete the POP and IMAP Account Settings using the instructions below.

Add Account x

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Joe Dragon We recommend that you test your account to ensure that
the entries are correct.
Email Address: joe.dragon@mnstate.edu

Server Information
Test Account Settings .

Account Type: IMAP

Automatically test account settings when Next

Incoming mail server: emvoice.mnstate.edu is clicked

Outgoing mail server (SMTFY: | gutiook. office365.com
Logon Information

User Name:

Mail to keep offline: All
Password:

[[] require lagon using

o lzaai o

< Back Cancel

e Your Name: Enter your full name.

e Email Address: Enter your campus e-mail address.

e Account type: IMAP

e Incoming mail server: emvoice.mnstate.edu

e QOutgoing mail server (SMTP): outlook.office365.com

e User Name: Enter the last four digits of your campus telephone number

e Password: Enter the password you use to retrieve you voice messages.

e Remember Password: Select the checkbox

e Require logon using Secure Password Authentication (SPA): Do not select checkbox.
e Click More Settings

9. Click Outgoing Server tab.

Internet E-mail Settings

Qutgoing Server

|:| My outgoing server [SMTF) requires authentication

General

llep came spttinne ac mvw inFnminn mail cprver
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10. Complete the Outgoing Server tab settings using the instructions below.

Internet E-mail Settings E

General Outgoing Server | Advanced |

[+ My outgoing server [SMTP] requires authentication
" Use same settings as my incoming mail server
* Log on using

User Mame: |ab1234cd@minnstate.edu

PESSWUrd' |********

[v Remember password
[ Require Secure Password Authentication [SPA)

e Select the My outgoing server (SMTP) requires authentication check box.
e Select Log on using

e Username: <your starid>@minnstate.edu

e Password: Enter your StarlD password.

e Remember password: Select checkbox.

e Require Secure password Authentication (SPA): Do not select checkbox.

11. Click the Advanced tab.

Internet E-mail Settings ﬂ

" General ] Outgaing Serve

Server Port Mumbers ‘

12. Complete the Advanced Tab settings using the instructions below.

Internet E-mail Settings

General Cutgoing Server Advanced
Server Port Mumbers

Incoming server [IMAF): Use Defaults

Use the following type of encrypted connection:

Cutgoing server (SMTF):
Use the following type of encrypted connectidm

Sarvar Timannte

e Incoming server (IMAP): 143

e Use the following type of encrypted connection: Auto
e Use the following type of encrypted connection: Auto
e QOutgoing server (SMTP): 587
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13. Click OK. You will return to the Add Account window for POP and IMAP Account Settings from step 7.
14. Click Next. A Test Account Settings pop-up window displays. If you were successful you will receive a message
that stated “All tests completed successfully.”

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop

continue,
Close

Tasks  Errors

Tasks Status
\/Log onto incaming mail server [IMAF) Completed
\/Send test e-mail message Completed

15. Click Close. The following window displays indicating Outlook has all the information needed to set
up your account.

| Add Account X
|
You're all set!

We have all the information we need to set up your account,

Add another account...

< Back
16. Click Finish

Install the Call Pilot Application (required to listen to the voicemail within email)

1. You only need to install this if you have never used the voicemail to email on this computer before.

2. Go to Start>Microsoft System Center 2012>Software Center and you will find the 'Call Pilot'
application to install. (You can also click on the windows start button and type 'software center to
find the application)

3. You can now listen to voice-mails from your computer

For More Information

Please contact Information Technology Services at support@mnstate.edu or 218.477.2603 if you have
guestions about this material.
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