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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
l!';: Microsoft Office Access 2007
[% Microsoft Office Excel 2007
I_E Microsoft Office InfoPath 2007
i~ Microsoft Office Outlook 2007
] Micﬁnﬁ Office PowerPoint 2007
I:r_'_,:| Microsoft Office Publisher 2007
iw Microsoft Office Word 2007
. Microsoft Office Tools -
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— Microsoft Office Outlook 2007

If someone had previously configured Outlook, you will create a new profile:

Click Start then right-click on the Outlook icon

~. .« E-muail
-2 Microsoft Office Qutlook

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

Mail Setup - Outlook
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E-mail Accounts

3 Setup e-mail accounts and directories.
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i E-mail &ccounts, .,

Data Files
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Profiles
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Change settings for the files Outlook uses ta

- Data Files. ..
store e-mail messages and documents,

Setup multiple profiles of e-mail accounts and

data files, Typically, you only need one. EiasiRlicey

Close




In the Mail window,

Check the button for Prompt for a profile to be used

Mail

General |

)|

@ The following profiles are set up on this computer:

| add... |[ Remove H Properties H Copy...

When starting Microsoft OFfice Cutlook, use this profile:
() Prompt For a profile to be used
(%) Always use this profile

|Outlook A

l ik H Cancel ] Apply

Enter a name for your profile then click OK

@ Create Mew Profile

Profile Marme;
T=R1] |

then click Add



In the opening Add New E-mail Account — Auto Account Setup screen,
Check the box “Manually configure server settings " then click Next

j Add Mew E-mail Account @ i

Auto Account Setup

ally configure server settings or additional server types

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

[ Next = ]| Cancel |

Choose E-mail Service

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

@ Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and woice mail.

Other
Connect to a server type shown below,

< Badk || Mext > || Cancel




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

j Add Mew E-mail Account @

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:  exchange
| 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: |kmtest Check Mame

More Settings ...

| < Back " Next > ]| Cancel |

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

_i Connect to EXCH-CCR01.lj.ad.scripps.edu @
=
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Connecting to EXCH-CCRO1.lj.ad. scripps. edu

IUser name: £ likmtest -

Password: TIIIIY)

Remember my password

0K ] | Cancel




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

“® Change E-mail Account [==3e]

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

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

Microsoft Exchange server: EXCH-CCRO1.lj.ad. scripps.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 Mame: |EMTest

| More Settings ... |

Mext = | | Cancel |
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.
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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

"M Microsoft Exchange 3]

General | Advanced | Security | Connection | Remaote Mail

Connection

LUze these settings when connecting to Microsoft
Exchange when working offline:

@ Connect using my Local Area Metwork (LAMN)

Connect using my phone line
Connect using Internet Explorer's or a 3rd party dialer

Modem

Outlook Anywhere
| Connect to Microsoft Exchange using HTTP

Exchange Proxy Settings... |

[ Ok ] | Cancel | | 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
.i Microsoft Exchange Proxy Settings @
Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocal 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  owa.scripps.edu|

| 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 netwarks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:
NTLM Authentication - |

[ Ok ] | Cancel |

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.



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.

B Mail =)
General I
AL The following profiles are set up on this computer:

Outlook

Add... Remove Properties Copy...

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

[kmtest |
QK I Cancel | Apply |

uv Sent Iterns - Microsoft Qutlook = = x
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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
Autohrchive -8

Run AutoArchive every

Default folder settings for archiving

To spedify different archive settings for any folder, right-click
on the folder and choose Properties, then go to the
Autoarchive tab,
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| CK | | Cancel

Click OK — OK to close the windows.



