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15 Apr 2009 

Configuring Outlook 2007 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 2007   

 
 
-- Skip to page 3 -- 

 
If someone had previously configured Outlook, you will create a new profile:  
 
Click Start  then right-click on the Outlook icon   
 

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

In the Mail Setup – Outlook window, Click on Show Profiles  
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In the Mail window,  
Check  the button for Prompt for a profile to be used  then click Add 
 

 
 
Enter a name for your profile then click OK 
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In the opening Add New E-mail Account – Auto Account Setup screen,  
Check  the box “Manually configure server settings ” then click Next  

 
 
 In the Add New E-mail Account – Choose E-mail Service window,  
Check  the button for “Microsoft Exchange ” then click Next 
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In the Add New E-mail Account – Microsoft Exchange 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  

 
 
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 
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When your login credentials are valid, you will see underlined entries in the  
Add New E-mail Account – Microsoft Exchange Settings window. 

 
 
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 -- 
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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 window, 
Click on the Connection  tab. 
Check  the box “connect to Microsoft Exchange using HTTP ”  
Click  Exchange Proxy Settings 
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In the Exchange Proxy Settings window,  

·  Type   owa.scripps.edu   in the 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 

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

If you get a message “You must restart outlook”, click OK 
 
Back in the Add New E-mail Account – Microsoft Exchange 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. 
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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. 
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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  

 
 
Uncheck  the box for Run Autoarchive  

 
 
Click OK – OK to close the windows. 


