Outlook Mailbox Setup

1. Go to the Control Panel and right click on the Mail icon and click Open. For Vista or Windows 7,
select Mail(32-Bit)
2. When the Mail dialog box appears, select Add
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General I

@ The following profiles are set up on this computer:

Add... Femove Fropetties COpY. ..

When starting Microsoft Office Outlook, use this profile:
¢ Prompt for a profile to be used
" Always use this profile

=

Apply |

3. Inthe next dialog box, enter a name for your new profile and click OK

-
A New Profile ‘ | [
@ Create New Profile

Profile Mame:
|New Profile




4.

In the Add New Email Account dialog box, select Manually configure server settings or

additional server types and click Next to proceed

ETTETN e L

Auto Account Setup

Your Name: | |

Example: Barbara Sankowic

E-mail Address: | |

Example: barbara@contoso, com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given wou,

[¥]Manually configure server settings or additional server typesi

< Back l Mext = I[ Cancel ]

In the next dialog box, select Microsoft Exchange and click Next.

Choose E-mail Service

() Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

© Mic nge
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

) other

Connect to a server type shown below.

Microsoft Office Outlook Connector
Outlook Mobile Service (Text Messaging)

<gack || Next> | [ cancel




In the next screen, enter 34093-MBX-C01.mex07a.mlsrvr.com in the Microsoft Exchange field
and then select Cached Exchanged Mode. In the User Name field, enter your username and

then click More Settings.

¥ Acd New E-mail Accol |

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see your system
administrator.

Microsoft Exchange server; | 34093-MBX-C01.mex075.misrvr.com
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Mame: | your “username” goes here| Check Name

More Settings ...

<Back | mMext> | [ cancel |

Click OK if you get a message like the one below
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The action cannot be completed, The connection to Microsoft
LE Exchange is unavailable, Qutlook must be online or connected to
complete this action.




8. Inthe next screen, click OK to continue

e
General

Microsoft Exchange server:
34093-MBX-CO L.mex07a.misrvr..com

Mailbo:
|yuur “username” goes here | [ Check Mame ]

Once the names have been chedked and are underlined,
dlick QK.

9. Inthe next screen, select the Connection tab, then check the box next to Connect to Microsoft
Exchange using http select on Exchange Proxy Settings button

|

| General | Advanced | Security | Connection | Remote Mail |

Connection

lse these settings when connecting to Microsoft
Exchange when warking offline:

@ Connect using my Local Area Network (LANY

(7 Connect using my phone line

() Connect using Internet Explorer's or a 3rd party dialer

Modem

ze the Following Dial-Up Metworking connection:

| N |

| Properties. .. | | Add...

Qutlook Anywhere

Connect to Microsoft Exchange using HTTP

[ Exchange Proxy Settings... ]

ok || cancel ||




10. In the Microsoft Exchange Proxy Settings window, enter mex07a.emailsrvr.com in the URL
field, and check the boxes next to On fast Network..... and On Slow Networks. Then in the

Proxy Authentication Settings drop down, select Basic Authentication and click OK twice.

ok et Proxy SE_ =X

Microsoft Office Qutlook can communicate with Microsoft Exchanage over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator.

Connection settings

Use this URL to connect to my proxy server for Exchange:

https:/f

Connect using 55L only

[ only connect to proxy servers that have this principal name in their certificate:
On fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCP /TP

Proxy authentication settings

Use this authentication when connecting to my proxy server for Exchange:

[Basic Authentication vl

11. In the next screen, click on Check Name

T e L e

Microsoft Exchange Settings
‘You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microzoft Exchange server: | 34093-MBX-C01.mex07a.mlsrvr.com
[¥]use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
iz usually your user name.

User Mame: | your “username” goes here Chedk Mame

More Settings ...

< Back ]k Mext = J’ Cancel ]




12. In the next screen, click on Check Name.

(D Add New E-mail Account (=

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsaft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: |m{]}lmkm.mn
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
iz usually your user name.

User Name: |DEIT|0|T"Q | Check Name

More Settings ...

[ <Back || mewt> | [ canel |

13. You will now be prompted to enter your username and password. Username is your current

email address and password . Enter them and then click OK

B Connect to 34003-MBX-COLmex07a.mis... - B e

i

I| Connecting to 34093-MBX-C01.mex07a.misrvr.com

o
I ABEr e € smigedomain. com| I

Password:

ok ][ conce |




14. Your name will now be underlined, indicating a successful setup.

(A Add Mew E-mail Account u

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator,

Microsoft Exchange server: |3m93m~cmm.u-
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: |dernﬂ[ | | check Name

Maore Settings ...

<Back || Next> | [ cancel |

15. Next, click on Finish

(A Add New E-mail Account u
Congratulations!
You have successfully entered all the information required to setup your
account,
To close the wizard, dick Finish.
< Back |E Finish |
- -

16. Now restart outlook using the newly created profile.



