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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. 
 

 
 
 

2. For E-mail Upgrade Options, select ‘Do not upgrade’ and click Next. 
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3. For the Account Configuration -E-mail accounts window, the default is correct.  Click Next. 
 
 
 

 
 
 
 
 

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

 
 
 

6. For your Microsoft Exchange Settings, enter your mail server (ie, mail1.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 … 
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7. On the Microsoft Exchange settings window, click the Connection tab. 
 

 
 

8. On the Connection pane, check ‘Connect to Microsoft Exchange using HTTP’.  Then click the Exchange 

Proxy Settings… button below it. 
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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. 
 

 
 

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

click OK. 
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11. Now you can click Next on the Microsoft Exchange Settings window. 
 

 
 
 

12. On the Congratulations window, click 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. 
 

 
 
 

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

 

 
 

15. Click No on the RSS Feeds query. 
 
 

 
 
 

Outlook 2007 is setup and ready to use. 
 


