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     Information Technology 

        O365 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 O365 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.

3. Click Account Settings > Account Settings…
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4. Click New…

Windows 7 users, continue here on step 5. 

Windows 10 users, skip to step 6. 

5. Select E-mail Account. Click Next.
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6. Select Manual setup or additional server types.  Click Next >

7. Select POP or IMAP. Click Next >
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8. Complete the POP and IMAP Account Settings using the instructions below.

 Your Name: Enter your full name.

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

 Account type: IMAP

 Incoming mail server: emvoice.mnstate.edu

 Outgoing mail server (SMTP): outlook.office365.com

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

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

 Remember Password: Select the checkbox

 Require logon using Secure Password Authentication (SPA): Do not select checkbox.

 Click More Settings

9. Click Outgoing Server tab.
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10. Complete the Outgoing Server tab settings using the instructions below.

 Select the My outgoing server (SMTP) requires authentication check box.

 Select Log on using

 Username: <your starid>@minnstate.edu

 Password: Enter your StarID password.

 Remember password: Select checkbox.

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

11. Click the Advanced tab.

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

 Incoming server (IMAP): 143

 Use the following type of encrypted connection: Auto

 Use the following type of encrypted connection: Auto

 Outgoing 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.”

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

16. Click Finish

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

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
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