Opprette tilgang til imap.uib.no i Outlook

1. Velg fanen File fra Bandet.
2. Velg Account settings ... fra knappen Account Settings.

e S RN - e "~ Alle meldinger - Frode.Hatlevik@adm.uib.no - Microsoft Outlook =
BT Home  Send/Reccive  Folder  View o @

Save As .

~ Account Information

8y save Attachments <
E——— Microsoft Exchange Server

Info < &3 Microsoft Exchange

& Add Account
Open S
Print “-‘U Account Settings
o Modify settings for this account, and configure
Help Qﬂ? additional connections.

Account
[] options Settings

http://kalender.uib.no/owa \ I
9 st TH Account Settings...
LQ‘__;, Add and remove accounts or change

existing connection settings.

Access this account on the web.

Delegate Access
Give others permission to receive .
items and respond on your behalf, of Office)
Download Address Book ify others that you are out of office, on
@ Download a copy of the Global e e
Address Book.
Mailbox Cleanup
T
c?? Manage the size of your mailbox by emptying Deleted ltems and
archiving.
Cleanup
Tools -
Rules and Alerts
E‘Ej Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
ManageRules | removed.
& Alerts

3. Velg knappen New... fra skillearket E-mail.

” ; ;
Account Settings -— -~ u

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

£

a" New... | ‘¥ Repair... % change... @@ SetasDefaul ¢ Remove & B

Mame Type
& Microsoft Exchange Server Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

| Frode.Hatlevik@adm.uib.no\Inbox

in data file D:\Exchange Cache\nbofh\Dutlookoutlook. ost

Close




4. Merk av for forste alternativ E-mail Account og bruk knappen Next >.

-
Add Mew Account . . u

Choose Service

I@I

Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization. |

() Text Messaging (SMS)
Connect to a mobile messaging service.

(") Other
Connect to a server type shown below,

Fax Mail Transport |
|
|
.
N

= Back [ Mext = ] [ Cancel l
— __é

5. Velg det siste alternativet, Manually configure server settings or additional server
types og bruk knappen Next >.

-
Add New Account . . u

Auto Account Setup
| Connect to other server types.
(") E-mail Account
||
our Mame:
Example: Ellen &dams
E-mail Address:
Example: elen@contoso, com
[
Password:
Retype Password:
Type the password your Internet service provider has given you, I
(") Text Messaging (SMS) |
.
@ Manually configure server settings or additional server types:
[
= Back ][ Mext = ] [ Cancel l
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6. Velg tjenesten Internet E-mail, og bruk knappen Next >.

Add New Account

Choose Service

@ 1In

") Other

) Text Messaging (SMS)
Connect to a mobile messaging service.

Connect to a server type shown below.
Fax Mail Transport

7) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

Connect to POP or IMAP server to send and receive e-mail messages.

[ < Back ][ Mext = ][ Cancel

]
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7. Fyll inn detaljer for e-postkontoen. Du skal bruke ditt eget navn og din egen konto. Det er
viktig at du velger IMAP som Account type: i gruppen Server Information. Bruk
knappen More Settings ... for 4 stille inn flere detaljer.

Add New Account

User Information
Your Name:

E-mail Address:;
Server Information
Account Type:

Incoming mail server:

Logon Information
User Name:

Password:

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

Frode Severin Hatlevik

frode. hatlevik @adm.uib.no

IMAP

imap.uib.na

Qutgoing mail server (SMTF):  |smip.uib.no

Remember password

[=]

[ Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

After filling out the information on this screen, we
recommend you test your account by dicking the button
below. (Requires network connection)

[ Test Account Settings ... ]

Test Account Settings by dicking the Next button

< Back H MNext = ][ Cancel




8. Oppgi mer informasjon om den delte mappen pa skillearket General. Apne skillearket
Advanced og velg TLS i1 feltet Use the following type of encrypted connection: for
Incoming server (IMAP). Velg ogsa TLS som krypteringstype for Outgoing server

h'd ™
Internet E-mail Settings u Internet E-mail Settings —— g
| Outgoing Server I Connection I Advanced General I Sent Items I Deleted Items |
General | sentltems |  Deleted tems OutgoingServer | Comnection | Advanced
Mail Account Server Port Numbers

Type the name by which you want to refer to this account. For
example: "Work” or "Microsoft Mail Server™

143

Use Defaults

Incoming server (IMAP):

i Delt IMAP Use the following type of encrypted connection: | TLS E‘
| Other User Information | Outgoing server (SMTP): 25 i
|| | Qrganization: |Universitetshiblioteket i Bergen| 1 Use the following type of encrypted connection: :
Reply E-mail: | server Timeouts ||
| Short Long 1 minute
Folders |
Root folder path: I
|
[ OK ] [ Cancel [ OK ] [ Cancel ]

9. Apne skillearket Connection i den samme dialogen, og se etter at Connect using my
local area network (LAN) er valgt. Apne skillearket Outgoing Server og velg My
outgoing server (SMTP) requires authentication. Bruk knappen OK for & bekrefte

valgene.

Internet E-mail Settings

P — —

S

Internet E-mail Settings

— ——

el

Deleted Items
Advanced

Sent Items |
Connection |

General |

Outgoing Server |

i Spedfy the type of connection to use for e-mail.

Connection

| (@ Connect using my local area netwark (L AN}

[] connect via modem when Outlook is offline

| () Connect using my phone line
| () Connect using Internet Explorer's or a 3rd party dialer
I | Modem

Use the Following Dial-Up kKetwaorking conneckion:
LiB-VPM-Ansatt

Properties... Add...

General | Sent Items I Deleted Items

Outgeing Server | connection | Advanced

[¥]My outgoing server (SMTP) requires authentication:

(@ Use same settings as my incoming mail server

7 Log on using
User Marne:
Password:

Remember password
Reguire Secure Password Authentication (SPA)

OK I ’ Cancel

] [ Cancel




L

10. Bruk knappen Test Account Settings ... for a teste om du har fylt inn riktige

innstillinger.

-

Add New Account

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

User Information Test Account Settings
Your Mame: Frode Severin Hatlevik After filing out the information on this screen, we "
recommend you test your account by dicking the button
E-mail Address: frode. hatlevik@adm. uib.no below. (Requires network connection)
Server Information ; :
[ Test Account Settings ... |
Account Type: IMAP
Incoming mail server: imap.cib.no Test Account Settings by didkdng the Mext button
Outgeing mail server (SMTP): | smip, ib.no |
Logon Information
Lser Mame: nboth '
Password: D N 3 ST
Remember password

Reguire logon using Secure Password Authentication (SPA
D g g g ) More Settings ...

[ < Back ][ Mext = ][ Cancel l
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— |
— — = = = — = e

11. Programmet kobler na til IMAP tjeneren og sender en e-post for a teste at alt gikk bra.
Hvis det kommer feilmeldinger mé du rette opp innstillingene dine.

-

Test Account Settings

-

Congratulations! All tests completed successfully. Click Close to continue, Stop

Tasks | Errors

Tasks Status
\/Lng onto incoming mail server (IMAP) Completed
\/Send test e-mail message Completed




12. Bruk knappen og bruk sa knappen Next > for & fullfere oppsettet av IMAP i Outlook.

-
Change Account ¥ - .-"-_ - . - g

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

User Information Test Account Settings

Your Mame: |Frnde Saverin Hatlevik | After filling out the information on this screen, we H
recommend you test your account by dicking the button

E-mail Address: |ﬁ°de.haﬂevik@ﬁdm,uib,m | below. (Requires network connection)

Server Information
| Test Account Settings ... |

Account Type: |IMAF‘ Iz“

e |ima|:|.uib.nn | Test Account Settings by dicking the Mext button

Qutgoing mail server (SMTP): |srnt|:|.uib.r10 |

Logon Information

User Mame:
Password:

Remember password

| Require | ing S P d Authentication (SPA
eguire logon using Secure Password Authentication (SPA) More Settings ...

| < Back |E Mext = 1[ Cancel ]

13. Bekreft testen en gang til, og bruk knappen Finish for & avslutte trollmannen.

_
Change Account ™ TP [DESEINS B & & =

Congratulations!

You have successfully entered all the information required to setup your account,

To dose the wizard, dick Finish.

< Back |l




14. Bruk knappen Close for & komme ut av verktoyet Account Settings.

| - Move Rules Onelote | Unread/ Categorize Faollov
i

Account Settings

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

o Mew... ‘3 Repair.. (5 Change... @ SetasDefault X Remove it

MName Type
" @ Microsoft Exchange Server Microsoft Exchange (send from this account by default)
i frode.hatlevik@adm.uib.no IMAP [SMTP

Selected account delivers new messages to the following location:

— frode.hatlevik@adm.uib.no\Inbox
in data file \\...\frode hatevik @adm,uib.no - Microsoft Exchange Server.pst

Du skal na ha tilgang til den delte mappen for din UBB avdeling

Du finner mappen igjen ganske langt nede 1 listen over meldingsmapper, under en egen gruppe. |
vér tilfelle valgte vi & gi gruppen navnet Delt IMAP i steg 8. Bildet du far opp 1 Outlook skal
ligne litt pa illustrasjonen pa neste side. Du mé kanskje utvide mappesamlingen ved a
dobbeltklikke pé den.

Dersom det ikke virker

Hvis du ikke far det til & virke, kan du forseke & bruke verktoyet for 4 tilbakestille Outlook. Felg
s& bruksanvisningen en gang til.

Siste utvei

Nér alt dette er forsekt uten at det nytter kan du opprette en sak i Issue Tracker
(https://bs.uib.no) eller ringe BRITA pa telefon 84700.

Skrevet av

Frode Hatlevik
IT-Avdelinga UiB
22.12.2011

Med bakgrunn i informasjon fra
UBBSV/MFO 12/10-2011
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