Setting up Outlook for Exchange

Start Outlook. Go to Start--All Programs-- Configuring Outlook

Microsoft Office--MS Office Outlook 2003

Configuring Dutlook Accounts

If this is the first time you’ve used Outlook, you Creating Welcome Message
should see:

And

Qutlook 2003 Startup

Click Next.
Outlook 2003 Startup

Welcome to the Qutlook 2003 Starkup wizard, which will
qguide wou through the process of configuring Outhook,
2003,

(if you don’t see this at

startup, go to Tools...E-Mail
Accounts. Select ‘Add a new
e-mail account’. Proceed to
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Under Account
Configuration, select Yes.

Click Next.

Under E-Mail Accounts, select
Microsoft Exchange Server.

Click Next.
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Account Configuration

E-mail Accounts

“ou can configure Outlook to connect to a Microsoft Exchange Server, Inbernet
E-mail, or other E-mail server. Would vou like to configure an E-mail account?

X

() Yes
O Mo
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Server Type
‘fou can choose the type of server your new e-mail acount will work with,

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents,

I POP3
Connect ko a POPS e-mail server to dawnload your e-mail,
O 1mMap

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox:
folders.

(CJHTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

() additional Server Types
Connect to another workgroup or 3rd-party mail server,
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For Exchange Server Settings, type
mail.extension.iastate.edu. Make sure
Use Cached Exchange Mode is
checked.

Under User Name, type your Net-1D
(for example, jdoe)

Click Check Name. If you’ve entered
your Net-1D correctly, your full name
(last name, first name) will replace your
Net-ID.

Click Next.
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E-mail Accounts

Exchange Server Settings
‘You can enter the required information ko connect to vour Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
system administrator,

Microsoft Exchange Server: |mail.axtensiun.iastate.edu

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: | tidoe]

| Check Mame

More Setkings ...
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X

E-mail Accounts

Exchange Server Settings
‘fou can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
syskem administrator.

st &, edyl

Microsoft Exchange Server: ke
Use Cached Exchange Mode

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

User Name: |Doe, Jane [C EXT]

More Settings ...
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Click Finish.

To make sure Outlook is delivering
your new email to the correct location,
go to Tools...E-Mail
accounts...View/Change existing e-
mail accounts. Under ‘Deliver new e-
mail to the following location:” make
sure that ‘Mailbox-[Your name]’ is
selected. If not, click on the drop-
down menu and select ‘Mailbox...’
Choose Finish.

Close and reopen Outlook.
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E-mail Accounts

Congratulations!

¥ou have successfully entered all the information required ko
setup your account,

Ta close the wizard, dick Finish.

E-mail Accounts

E-meail Acoounks
You can select an acoount and change its settings o remove i,

Outlook. processes a-mal for these accounks in the follaving order:

tiame Ty

Micrasaft Exchange Server Exchange (Defauk) _m
e
‘ Famove

Deslivesr ni=w =-mail o the Falowing locstion:

[ Moo - Coates, Deboreh MICECS] |

X
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