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How to configure Exchange using Outlook 2007 (On Campus)

Using the steps below you will be able to configure your exchange email account using the MAPI (messaging Application
Programming Interface) protocol. It is a standard protocol used by MS Exchange to send and receive email from an
Exchange Account. Using the MAPI protocol, you as a user will have the benefit of using collaborative functions, such as,
sharing of calendars and contacts along with managing your email messages.
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3.Clickii Emai |

4. Click fiNe w é 0
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Account s é

Mail Setup - Outlook

E-mail Accounts

E—mail Accounts. ..

L\:\j Setup e-mail accounts and directories.

Data Files

44 (Change settings for the files Outlook uses to [ Data Files ]
&‘é store e-mail messages and documents. il

Profiles

Setup multiple profiles of e-mail accounts and [ Show Profiles:.: ]
data files. Typically, vou only need one, = :

You can add or remove an account. You can select an account and change its settings.
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5. Select Manually configure server
settings or additional server types,
cicki Next o

Your Name:

Example; Barbara Sankovic

E-mail Address: ]

Example; barbara@contoso.com

Password: ‘ |

Retype Password: l |

Type the password your Internet service provider has given you,

[¥|Manually confiqure server settings or additional server types:

6. Select Microsoft Exchange, click
ANext o

) Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
osoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

Connect to a server type shown below.

Fax Mail Transport
Outlook Mobile Service (Text Messaging)
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7. For Microsoft Exchange Server, type
accdmail0 R e ok i
You can enter the required information to connect to Microsoft Exchange.

For your User Name, type your PALS

Em al I Ad d ress Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Bef or e pr oc ehetk Nageoc | PSR Drtero s ool

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:  helpdesk@mail.accd.edu|

8. After the Check Name process is
complete, it will populate your name in R e ok i
t he User NamBextbi el d 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: du

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: | HELPDESK

] l Check Name
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9. NOTE: If the Microsoft Office Outlook ;
me s s a g e a p pGP@r S- ocC IC |O By adding a Microsoft Exchange account you have changed where some of your new e-mail messages and calendar information is saved.
These changes will take effect the next time you start Outlook.

Show Help >>

(o ]

10. Click Finish
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