Outlook 2007 Setup for Exchange from Home
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Date: March 11, 2011

Microsoft Outlook 2007 Setup for Microsoft Exchange from Home
Note: These instructions should only be used when connecting a home
computer to Exchange. For instructions on configuring Outlook 2007 at

work, click Here for instructions.

1) Please ensure Outlook is closed before beginning.
2) Left-click Start > Settings > Control Panel > Mail and the

following window will appear.

#ail Setup - Outlook

E-mail Accounts
PN

Data Files

Profiles

~ g Setup e-mail accounts and directories.

4, Change settings For the files Outlook uses o
&’é store e-mail messages and documents,

Setup multiple profiles of e-mail accounts and
data Files, Typically, you only need ane,

Select E-mail Accounts.

Data Files. ..

Show Profiles, ..

Close

3) Left-click "New"”.

Account Settings rg|
E-mail Accounts
‘fou can add or remaove an account, You can select an account and change its settings,
| Data Files | RSS Feeds || SharePoint Lists || Internet Calendars || Published Calendars | Address Books
Marme Type
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4) Select "Manually configure server settings...” and left-click Next.

Add Mew E-mail Account FS__(|

Auto Account Setup

_n_y_@l_l_ configure server settings or additional server types:

%
N

Cancel

5) Select “Microsoft Exchange” and left-click Next.

Add New E-mail Account

X

Choose E-mail Service

O Internet E-mail
Connect to your POP, IMAR, or HTTP server to send and receive e-mail messages,

C oM ge:

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail,

O other
Connect to a server bype shown below,

< Back K Mext:»s Cancel

6) Fill-in the following fields:
a. Exchange server field as “"mailbox.campus.brocku.loca
b. De-select "Use Cached Exchange Mode”.
c. Type your full name in the “User Name” field as you would see
on your paycheck.

III
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d. Left-Click the Check Name button.

Add Mew Account

X

Server Settings
Enter the information required to connect ko Microsoft Exchange or a compatible service,

Type the server name for your account. IF wou don't know the server name, ask your

account provider,
§erve@x.campus.brocku.local >
‘ [F] Dlse Cached Exchange Mode

Type the user name for your account,

User Namd_[John Doz D T checkame [

More Settings ...

[ = Back ” Mexk = ][ Cancel ]

7) Enter your Campus credentials. They are the same as your
“my.brocky.ca” credentials. Please ensure “campus\” is present in
front of your username. Once finished, click OK.

Connect to mailbox?2.campus. brocku. local |E|g|

A

Connecting to aukodiscover, brocky.ca

User name: | 7 campustidos i |

Password: | sssssnnsl |

[(Tremember my passward

[ Ok ][ Cancel ]

8) If your full name was entered the same way it appears on you
paycheck, your name should now appear underlined. If not, type
only the first few letters of your first name and select your name
from the list. Once completed, click on the More Settings button.
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X

Add New Account

Server Settings
Enter the information required ko connect ko Microsoft Exchange or & compatible service,

Type the server name For wour account, IF you don't know the server name, ask your
account pravider.

Server: |Mailbox.campus.brocku.local

[use Cached Exchange Mode

Twpe the user name for your account,

User Mame: |John Doe | Check Mame

ore Settings .|

[ < Back “ ek > ][ Cancel ]

9) Select the “Connection” tab - Select "Connect to Microsoft Exchange
using HTTP” - left-click the “Exchange Proxy Settings” button.

General | Advanced Security| Connection | Remote Mail

Connection

|Jse these settings when connecting ko Microsaft
Exchange when working offline:

() Connect using my Local Area Mebwork (LAN)
() Connect using my phone line
(C) Connect using Internet Explorer's or a 3rd party dialer

Modermn

Qutlook Anywihere

<E Exchange Proxy Settinés. }

I (0] 4 H Cancel H Apply

10) Fill in the following fields:
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Enter “mailbox.brocku.ca” in the https:// field.
Check the “"Only connect to proxy servers...” box.
Enter “msstd: mailbox.brocku.ca” in the field below.
Ensure “Basic Authentication” is selected.

Click OK and OK to complete.

Microsoft Exchange Proxy Settings E|

© oo oo

Micrasaft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets, Select the protocal and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator,

Zonnection setkings

Use this URL to connect to my proxy server For Exchange:

https: /¢ mailbox, brocku.ca |

ol conmect bo prosxy servers that hawve this principal name in their certificate:
d msstd:mailbox.bro@ |

[] on Fast networks, connect using HTTP first, then connect using TERYIP
O slow networks, connect using HTTP First, then connect using TCPIIP

Proxy authentication settings

Use this authentication when connecting to my proxy server for Exchange:

@uthentication D v |

[ O ]’ Cancel ]

11) Left-click Next and Finish to complete the configuration. You are
now connected to Exchange.

Note: If you have any trouble with this installation, please call our Help Desk
at X4357 for further assistance.
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