Instructions for Using Outlook from Home

Applies to Outlook 2003 and Outlook 2007
Updated 11/5/2008 11:10:13 AM

1. Start Menu — Control Panel (or Start —Settings — Control Panel) — Open Mail icon
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2. Show Profiles

Mail Setup - BSCmail

x|

E-mail Accounts
3 Setup e-mail accounts and directories,

S

E-mail fccounts, ., |

Draka Files

g3

Change settings for the files Qutlook uses ko
stare e-mail messages and documents,

Drata Files. .. |

Praofiles

&

Setup multiple profiles of e-mail accounts and
data files. Typically, wou only need one,

Close |




3. Add and name new profile that can be identified with BSC

4.

Mail .

aeneral |

A The Following profiles are set up on this computer:

=

[
Remove F'Lu:upertiesl Copy, .. |

Wi'hien skarking Microsoft Office Qutlook, use this profile: MNew Profile

X|

" Prompt For a profils to be used

{* Always use this profile Creake Mew Profile

(8]:4

! =~

Prafile Mame:
[Bsrnail

Ik | Zancel | apply |

Zancel

Select Add a new e-mail account for Outlook 2003 or Manually configure... for Outlook 2007, Next

E-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

' add a new e-mail account

£ Wiew or change existing e-mail accounts

Directory

£ add a new directory or address book

£ Wiew or change existing directories or address books

= Back

Close |




Add MNew E-mail Account

Auto Account Setup

Your Mame: I

Example: Barbara Sankovic

E-mail Address: I

Example: barbara@contosa, com

Password: I

Rebype Password: I

Type the password yaur Internet service provider has aiven wou,

¥ Manually configure server settings or additional server bypes:

< Back: I Mext = I Zancel

5. Microsoft Exchange, Next

E-mail Accounts x|

Server Type
You can choose the bype of server wour new e-mail account will wark, with,

+ Microsoft Exchange Server:

Conneck b an Exchange server to read e-mail, access public Folders, and share
documents,

" poP3
Conneck ko a POP3 e-mail server ko download your e-mail.
" IMAP

Conneck ko an IMAP e-mail server to download e-mail and synchronize mailbo:
Folders.

" HTTP

Conneck ko an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbo:x Folders.

" additional Server Types
Conneck to anokher workgroup or 3rd-party mail server,

< Back I Flext = I Cancel




Add New E-mail Account x|

Choose E-mail Service

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

e

Connect to Microsoft Exchange for access ko vour e-mail, calendar, contacts, Faxes and woice mail,

" Other
Conneck to & server bype shown belaw,

Cutlook Mobile Service (Text Messaging)

< Back I Texk = I Cancel |

6. Fill in username and EXVS.campus.bridgew.edu for server name, click More Settings...

Add New E-mail Account x|

Microsoft Exchange Settings
Yol can enker the required information ko cannect ko Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see your syskem
adrninistrator,

Microsoft Exchange server: IEX'-.-'S.campus.l:uridgew.edu

¥ Use Cached Exchange Mode

Type the name of the mailbox sek up For wou by wour administrator, The mailbox name
is usually wour user name,

Lser Mame: |cvU CheclgNamel

f
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7. lgnore warning and click OK twice
Microsoft Office Outlook x|

The ackion cannok be completed,  The connection ko Microsoft Exchange is unavailable, Qutlook must be online ar
[ connected to complete this action,

Microsoft Exchange x|

aenetal |

Microsoft Exchange server:

IEX‘-.-'S.campus.bridgew.edu

Mailboo::

Iu:vu Check Mame |

once the names have been checked and are underlined,
click. O,

Zancel | Gl |

8. On Security tab, verify that Encrypt data... is selected
x

izeneral I Advanced  SECUrity |Cu:unneu:tiu:un I Femate Mail I

— Encryption

V¥ Encrypt data between Microsaft OFFice
Dutlook and Microsoft Exchange Server:

— User identification

[ Always prompt For user name and password

Logon network security:

IKerI:uerns,l'NTLM Passwiord Authentication j

O, I Zancel Apply




9. On Connection tab, select Connect to Microsoft Exchange... and click Exchange Proxy Settings...
x

General I advanced I Security  ‘“onneckion |Rem|:|te Mail I

Conneckion

Ise these setkings when connecking ko Microsoft
Exchange when working offline:

¥ Conneck using my Local Area Metwork (LAM)

i~ Connect using my phone line

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

Maodem

IUse the Follawing Bial-Up Metwerking connectian:

]

Properties, .. Add. .. |

Cutlook Amywhere

Exchange Proxy Sektings. .. |

Ik I Zancel | apply |
10. Fill in required info as below, and click OK twice

Microsoft Exchange Proxy Settings El

Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPCY within HTTP packets. Select the pratacal and the
identity verification method that you wank ko use, IF vou don't know which options ko
select, contack wour Exchange Administrator,

—Connection setkings

Lse this URL ko conneck ko my proxy server For Exchange:

https: [ Iu:uwamail.l:uridgew.edu|

¥ | Commect wsing S5L anly

™ Cnly conmect ko proxy servers that have this principal name in their certificate:

¥ ©n Fast networks, conmect using HTTP firkst, then connect using TCRJIP

¥ on slow nebwarks, connect using HTTP First, then connect using TCP{IR

~Proxy authentication settings
Use this authentication when connecking ko my proxy server for Exchange:
Basic Authentication j

oK I Cancel




11. Click Next

Add Mew E-mail Account

Microsoft Exchange Settings
Yol can enker the required information ko cannect ko Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see your syskem
adrninistrator,

Microsoft Exchange server: IEX'-.-'S.campus.l:uridgew.edu

¥ Use Cached Exchange Mode

Type the name of the mailbox sek up For wou by wour administrator, The mailbox name
is usually wour user name,

Lser Mame: |cvU CheclgNamel

< Back Mexk =

Cancel

12. Finish

Add New E-mail Account

Congratulations!

You have successfully entered all the information required to setup vour
accaunt.

To close the wizard, click Finish,

:

< Back




13. Select Prompt for a profile to be used and OK
Mait x|

aeneral |

@ The Following profiles are set up on this computer:

[

Add. .. R emove F'Lu:upertiesl Copy,.. |

Wi'hien skarking Microsoft Office Qutlook, use this profile:

* Prompt for a profils to be used:

" Always use this profile

[Escmail =l
Ik I Zancel | apply |

14. Open Outlook, select profile, OK

Choose Profile x|
Prafile Mame: IESCmaiI j Mew, .. |

Ik | Cancel | |thiu:uns :=-:=-I

Cipkions
’7|- Set as default profile;

15. Enter username and password as below (you may have to enter these twice)

Connect to EXY¥S.campus.bridgew.edu 7| x|

=

Connecting ko EXYS,.campus. bridgew, edu

Lser narme: Iﬂ bsclcwu j J

Passward: I TTTITIIIIIIIY

(0] 4 I Cance|




16. No and No

Microsoft Office Dutlook 27| x|

Cutlook, wWindows Internet Explorer, and other applications
E save lists of R3S Feeds that you subscribe to,

The Common Feed List in Microsoft Windows maintains one
synchronized lisk of RS35 Feeds, Do yvou want your RS35 Feeds
i Cutloak ko be synchronized wikh the Common Feed Lisk?

Remind Me Laker |

Microsoft Office Outloolk ed |

To enable the Instant Search feature in Outlook, you must
download and install a component for Microsoft Windows.

You must restart Outlook after installing this component.

Do you wank ko go ko the Microsoft Download Center to download
khis component now?

¥ Do not show this message again

You may see these warning messages

]
L\‘: Microsoft Office Outlook IE

Cutlook, is setking up a local copy of your mailbox, It may be
several minutes unkil all of wour data is available.

Lite, “ i~ Inbox - Microsoft Dutl... 5 i
Microsoft Office Dutlook

: s

7, -
Preparing Cutlook For first use,
Retrieving mailbox settings...

IRRNRNNEN Zancel |

Folders updating in progress...

Updating Calendar. Updating Systems [1.66 MEB). | £3 Connected to Microsoft Exchange ™



