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1. Start Menu – Control Panel (or Start –Settings – Control Panel) – Open Mail icon 

   
 

2. Show Profiles 

 
 

 
 
 
 



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

 
 

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

 



 
 
 

 
5. Microsoft Exchange, Next 

 



 
 

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

 
 
 



7. Ignore warning and click OK twice

 
 

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

 
 



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

 
10. Fill in required info as below, and click OK twice 

 
 
 
 
 
 



11. Click Next 

 
 
 

12. Finish 

 



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

 
 

14. Open Outlook, select profile, OK 

 
 

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

 



 
16. No and No 

 

 
 
 

You may see these warning messages 

 
 

 
 

 
Folders updating in progress… 

 
 


