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15 Apr 2009
Configuring Outlook 2003 for Exchange 2007 Server— Windows XP & Vista
If you have never configured Outlook under your current login:
Click on Start — All Programs - Microsoft Office — Microsoft Office Outlook 2003
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If someone had previously configured Outlook, you will create a new profile:

Click Start then right-click on the Outlook icon  labeled E-mail i‘l| rl\faljmailltt T
ICHOS0 1CE LALENDD

If you don’t see that, click Control Panel — make sure you are in
Classic View (link on left side) — click on Mail.

In the Mail Setup — Outlook window, Click on Show Profiles
Mail Setup - Outlook [$_<|

E-mail Accounts

- Setup e-mail accounts and direckories.

ENEE

D1ata Files

& Change settings For the files Outlook uses to
ﬁé store e-mail messages and documents.

Profiles

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




In the Mail window,
Check the button for Prompt for a profile to be used then click Add

Mail X

General |

@ The Following profiles are set up on this computer:

[ Add... ][ Remove ][ Properties ][ Copy...

When skarking Microsoft OFfice Outlook, use this profile;

@ Erompt for a orofile to be used
() Always use this profile

[0 4 l [ Cancel l [ Apply

Enter a name for your profile then click OK

-
@ Create Mew Profile

Profile Marme;
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In the Outlook 2003 Startup screen, click Next

Qutlook 2003 Startup

Outlook 2003 Startup

‘Welcome to the Outlook 2003 Startup wizard, which wil
guide you through the process of configuring Outlook
2003,
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In the Account Configuration — Email Accounts window,

“Would ‘ou like to confii ure an E-mail account?” click Yes then Next
Account Configuration [z|

E-mail Accounts

‘fou can configure Outlook to connect to a Microsoft Exchange Server, Internet
E-mail, or other E-mail server. Would vou like to configure an E-mail account?
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In the Email Accounts — Server Type window,
check button for “Microsoft Exchange Server” then click Next
E-mail Accounts §|

Server Type
‘fau can choose the bvpe of server vour new e-mail account will wark with,

©nicrosoft Exchange Server:

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

O poP3
Connect ko a POPS e-mail server to download vour e-mail.
O 1map

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

CHTTP

Connect ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.

(C) Additional Server Types
Connect ko another workgroup or 3rd-party mail server,
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In the E-mail Accounts — Exchange Server Settings window, fill in the following:
Microsoft Exchange Server: exchange
Check the box “Use Cached Exchange Mode”
User Name: your email username (without the @scripps.edu)

Then click Check Name

E-mail Accounts

X)

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

Type the name of your Microsaft Exchange Server computer. For information, see wour
sysbem adminiskrator,

Microsaoft Exchange Server: |exchange

IUze Cached Exchange Mode

Type the name of the mailbox set up for wou by vour administrator, The mailbox name
is usually wour user name.

User Mame: |kmtest| | Check Mame

Mare Setkings ...
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If you are logged in to a local computer account (not logged in to LJ already),
you will be prompted for your email login.

Make sure you put LJ\  before your username
Enter your email password then click OK

Connect to exchange

N

Connecking ko exchange

User name: | € Ij\kmtest v | e

Password; | sesnnne |

[ Iremember my passwaord

[ 0K H Cancel ]

When your login credentials are valid, you will see underlined entries in the
E-mail Accounts Exchange Server Settings window.
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E-mail Accounts

Exchange Server Settings
‘fau can enter the required infarmation to conneck o waur Exchange server,

Tvpe the name of vour Micrasaft Exchange Server cormputer, For infarmation, see your
syskem administrator,
Microsoft Exchange Server: |EXCH-CCRE|1 li.ad. scripps. edu

Use Cached Exchange Mode

Twpe the name of the mailbo:x set up For wou by wour administrator, The mailbox name
is usually your user name.

User Mame: |KT"'I Test

Check Nare

Mare Settings ...
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If this is an on-campus system:
Click Next
You may be prompted for your password again. Enter it and click OK.
Click Finish .
You may be prompted for your password once again. Enter it and click OK.
-- Skip to page 8 --

If this is a laptop or off-campus system, you can enter additional settings that will allow
you to use Outlook off-campus without VPN:

Click More Settings

In the Microsoft Exchange Server window,

Click on the Connection tab.

Check the box “connect to my Exchange mailbox using HTTP
Click Exchange Proxy Settings

Microsoft Exchange Server, FE

Gereral | Adwvanced | Security | COnNEction | Remaote Mail

Conneckion

IUse these settings when connecting ko my Exchange
setver when warking affline:

(%) Connect using my Local Area Mebwork (LAN)
{3 Connect using my phone line

" Connect using Internet Explarer's or a 3rd party dialer

Mader

Exchange ower the Inkernet

.............

[ Exchange Procey Setkings. .. ]

[ Ik H Cancel H apply




In the Exchange Proxy Settings window,
Type owa.scripps.edu inthe URL box
Check the box for “Connect using SSL only”
Check the box for “On slow networks, connect using HTTP first”
- Verify that NTLM Authentication is selected
Click OK
Exchange Proxy Settings E|
Microsaft Office Outlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets. Select the
prokocol and the identity verification method that you want to use, IF you don't know

which options ko select, contact your Exchange Server Adminiskrator,

Conneckion sektings
IJse this URL to connect ko my proxy server For Exchange:
https:ff | owa.scripps.edu

Cannect using 351 only

[ mutually authenticate the session when connecting with 551

[ion Fast networks, connect using HTTE First, then connect using TCP/TR:
On slow netwarks, connect using HTTP First, then connect using TCPYIP

Procey authentication settings
IJse this authentication when connecting to my proxy server For Exchange:
MTLM Authentication w

I Ok ][ Cancel ]

Click OK to close the Exchange Proxy Settings window
Click OK to close the Microsoft Exchange Server window

If you get a message “You must restart outlook”, click OK
Back in the E-mail Accounts — Exchange Server Settings window, click Next
You may be prompted for your password again. Enter it and click OK.
Click Finish .

You may be prompted for your password once again. Enter it and click OK.



If this is the only profile setup, Outlook will open automatically.

If there are multiple profiles, you'll be back at the Mail window.
Check the button “Always use this profile " then select the name of the new profile
Click OK — then click Start — Outlook to run the program.

Mail X
General

@ The Following profiles are set up on this computer:

Cutlook,
TSRI

[ Add... ”_ Remove ][P[nperties ][ Copy...

When starting Microsoft Office Qutlook, use this profile:
() Prompt for a profile to be used
(%) Always use this profile

L

L [0]4 J[ Cancel ”_ Apply ]

Outlook will open:
Inbox - Microsoft Outlook
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{5 Deleted Items
E Drafts
[ Inhox -
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(3 outhos
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£

0 Ikems all Folders are up ko date, @ Connected =




Recommended Outlook Settings:

Click on Tools — Options — Other tab
Check the box to Empty the Deleted Items folder upon exiting
Click the button for AutoArchive

then

Uncheck the box for Run Autoarchive

X

AutoArchive

Defaulk Folder settings For archiving

]

To specify different archive settings For any Folder, right-click
on the folder and choose Properties, then go to the
Autodrchive tab,

-
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Click OK — OK to close the windows.



