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Opening a BGSU Office Account from Outlook 2007

Note: Someone in your department, office or group must first apply for an Office E-mail Account on the BGSU Exchange
Server, be notified that the account is set up and ready for use and you must be included in the list of group members who
can access the BGSU Office Account before you can use the procedure below.

1. On the Tools menu, select ‘Account Settings...

2. Double-click on your Microsoft Exchange account name to open your account.
Account Settings &J

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

{Email }| Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

i New... ‘3¢ Repair... [ Change... X Remove #* &
Name Type
Microsoft Exchange Exchange (send from this account by default)

7

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Freddy Falcon\Inbox
in data file C:\Users\ffalcon\AppData\Local\Microsoft\Outlook \outiook.ost

Close
3. Click the More Settings... button.
Change 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: |MAIL1.basu.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 Name: |Freddy Falcon Check Name
s
(| More Settings ... |)
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4. Click the Advanced tab.
5. Click the Add button

[ ean e X
security | Connection | Remote Mail|

Mailboxes
Open these additional mailboxes:

Cached Exchange Mode Settings
Use Cached Exchange Mode
Download shared folders (exdudes mail folders)

Mailbox Mode
Outlook is running in Unicode mode against Microsoft
Exchange.
{ Offiine Folder File Settings... }
ok ][ cancel ][ apoy

6. Type in the name of the mailbox (e.g. your office account name) and click OK.
Add Mailbox 5]

Add mailbox:

officetest]
g — =

7. Your office account will now be listed as an additional mailbox to open. Click Apply.
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Microsoft Exchange E

General | Advanced |security | Connection | Remote Mail |

Mailboxes
Open these additional mailboxes:
Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders (exdudes mail folders)

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

| offine Folder File Settings... |

o) Coe ) Cam)

8. On the same window, click OK.

Microsoft Exchange [

General | Advanced |security | Connection | Remote Mail |

Mailboxes
Open these additional mailboxes:
Add
Remove
Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders (exdudes mail folders)

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

| offine Folder File Settings... |

9. Click Next.
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Change 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: iMAIL 1.bgsu.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 Name: | Freddy Falcon | [ chedkname |

More Settings

SASEE———
1<§ad<Q[Next>D[Cancel]

10. Click Finish.

Change E-mail Account u

Congratulations!

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

To dlose the wizard, dlick Finish.

[ <o ((Lnsn )

11. Click Close.
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[

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

: E-mail | Data Files ] RSS Feeds [ SharePoint Lists l Internet Calendars [ Published Calendars | Address Books

o New... R*Repair... Mf Change... @ SetasDefaull X Remove # &
Name Type
Microsoft Exchange Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Freddy Falcon\Inbox
in data file C:\Users\ffalcon\AppData\Local\Microsoft\Outiook \outiook. ost

Ca=))
2=

You will now see your office account as a Mailbox when you click on the Mail button in the left navigation pane.
Open your office account Mailbox and click on the Inbox to read incoming messages. Your account will also have

its own calendar, contacts and tasks list.

This access will always be available in your Outlook account until you repeat this procedure and select Remove

instead of Add on the Advanced tab.
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lk:_’,' Mailbox - officetest - Microsoft Outlook
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