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Setting up Outlook 2007 Outside the BGSU Domain

Note: If you are not on the BGSU domain, you will need to contact the Technology Support Center (TSC) to find
out what mail server you are on before you can set up your connection to BGSU’s Exchange server.

The first time you start up Outlook 2007, the setup assistant will launch.

1. On the Outlook 2007 Startup window, click Next.

Outlook 2007 Startup B

Outlook 2007 Startup

Welcome to the OQutiook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

2. For E-mail Upgrade Options, select ‘Do not upgrade’ and click Next.

Outlook 2007 Startup =5

E-mail Upgrade Options

Outook can import e-mail messages, address books, and settings from the following
programs that were detected on your computer.

Select the program that you want Outlock to upgrade. If you do not want Outlock to
upgrade any of the following programs, then select Do not upgrade™ and continue.

() Upgrade from

Outlook Express or Windows Mail
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3. For the Account Configuration -E-mail accounts window, the default is correct. Click Next.

Account Configuration Lth

E-mail Accounts

‘fou can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

< Back ][ Next > ][ Cancel

4. On the Add New E-mail Account — Auto Account Setup, click the checkbox to manually configure server
settings... The text boxes on the top of the window will become unavailable.

Add New E-mail Account Lth

Auto Account Setup

A
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5. For E-mail Service, select Microsoft Exchange and click Next.

Add New E-mail Account

Choose E-mail Service

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

ge
icrosoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

() Other
Connect to a server type shown below,

Outlook Mobile Service (Text Messaging

< Back ][ Mext = ][ Cancel

6. For your Microsoft Exchange Settings, enter your mail server (ie, maill.bgsu.edu) and then your
username. (Note: You will need to call the Technology Support Center (TSC) to find out which mail
server you are on in advance.) When done, do not click Next. Instead, click More Settings ...

Add New E-mail Account

=

Microsoft Exchange Settings

administrator,

Microsoft Exchange server: |mail1.bgsu.edu

is usually your user name.

User Name: ffalcon

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

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

Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name

Check Mame

T e,
‘ More Settings ... '

@
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7. On the Microsoft Exchange settings window, click the Connection tab.

3 Microsoft Exchange @

o™
General |Advanced | Ser.:urityﬂ Connection qumote Mai||
e

Exchange Account

Type the name by which you would like to refer to
this account. For example: "Work”™ or "Microsoft
Exchange”.

Microsoft Exchange

When starting

() Automatically detect connection state
@ Manually contral connection state

[7] choose the connection type when starting
Default connection state
@ Connect with the netwark

) Work offline and use dial-up networking

30 Seconds Until Server Connection Timeout

8. On the Connection pane, check ‘Connect to Microsoft Exchange using HTTP’. Then click the Exchange
Proxy Settings... button below it.

J Microsoft Exchange @J
| General I Advanced | Security | Connection | Remote Mail

Connection

|Jse these settings when connecting to Microsoft
Exchange when working offline:

@ Connect using my Local Area Metwork (LANY

() Connect using my phone line

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

Madem

Properties... add...

+

Cutlook Anywhere
Connect to Microsoft Exchange using HITP

[ Exchange Proxy Settings... ]

[ K H Cancel ][ Apply ]
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9. On the Microsoft Exchange Proxy Settings window, enter mail.bgsu.edu in the Connection settings box
(first box). Connect using SSL only should already be checked. Make sure the ‘On fast networks,
connect...” and ‘On slow networks, connect...” are also checked. Click OK.

(A 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 protocol 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:// mail.bgsu.edu

Connect using SSL 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
[¥]0n slow networks, 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 J[ conel |

10. You are now back on the Connection pane. Click Apply. When the Apply button becomes grayed out,
click OK.

i g Microsoft Exchange @J
| General | Advanced I Security | Connection | Remote Mail

Connection

Use these settings when connecting to Microsoft
Exchange when working offiine:

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

Madem

Use the Following Dial-Up Metworking conneckion:

Properties... Add...

Cutlook Anywhere
Connect to Microsoft Exchange using HTTP

l Exchange Proxy Settings. .. ]

[ 0K J[ Cancel ] Apply
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11. Now you can click Next on the Microsoft Exchange Settings window.

Add New E-mail Account ﬁ

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
administratar.

Microsoft Exchange server:  |maill.bgsu.edu
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
iz usually your user name.

User Name: |ffalcon Check Name

More Settings ...

<Back || mext> | [ cancel |

12. On the Congratulations window, click Finish.

Add New E-mail Account lﬁ

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.
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13. You will then need to authenticate by entering your e-mail address (username@bgsu.edu) as your
username and then your password.

Connect to maill.bgsu.edu @'&J
=

R

Connecting to mail 1.bgsu.edu

User name: € ffalcon@bgsu.edu -

Password: SEBEBEBEES

[~ remember my password

[ Ok ][ Cancel ]

14. (Windows XP only), Click No on the enable instant search query and click the checkbox.

Microsoft Office Outlook 21 x|

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 want to go to the Microsoft Download Center to download
this component now?

I Do not show this message again

15. Click No on the RSS Feeds query.

Microsoft Office Outlook @lﬂ_hj

COutlook, Windows Internet Explorer, and other applications
51l save lists of RSS Feeds that you subscribe to.

The Common Feed List in Microsoft Windows maintains one
synchronized list of RSS Feeds. Do you want your RS5 Feeds
in Cutlook to be synchronized with the Comman Feed List?

[ les ] [ Mo ] E_Eemind Me Later |

Outlook 2007 is setup and ready to use.



