Setting Up an Outlook 2007
Account on an Exchange Server
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Logging onto the Domain and Starting
Outlook

We begin by logging
onto the domain and
starting Outlook
2007. We choose the
Next button to
continue.

Outloock 2007 Startup

Outlook 2007 Startup

Welcome to the Outloak 2007 Startup Wizard, which will quide vou through the
process of configuring Cutlook 2007,
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We can configure
Outlook to connect
to an Internet Email
server or an
Exchange server by
opting for the Yes
radial button. We
pick the Next button
to continue.

Email Accounts

Account Configuration

E-mail Accounts

You can configure Dutlook to connect to Internet E-mail, Microsoft Exchange, or
ather E-mail server, Would waou like bo configure an E-mail account?
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Manually Configure Server Settings

We need to annotate [EGLEASEIREEIT E3
the manu a||y Auto Account Setup

configure server
settings checkbox
and choose the Next
button to advance.

[#]#anually configure server settings or additional server bvpes:
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Choose Email Services

We then choose our
email services and we
will opt to select our
organization's
Exchange server. We
push the Next button
to carry on.

Add Mew E-mail Account

Choose E-mail Service

) Internet E-mail
Conneck ba your POP, IMAR, ar HTTP server ko send and receive e-mail messages,

{*)Microsoft Exchange

Connect to Microsoft Exchange For access to wour e-mail, calendar, contacts, Faxes and voice mail.
) Other

Conneck ba a server type shown below,
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Microsoft Exchange Server Settings

Our Exchange Server Add New E-mail Account X

1 Microsoft Exchange Settings
name Is Se rve rl an d our ¥ou can enter the required information to connect ko Microsoft Exchange,
username is

Cro b b| ns @ d omain. |Oca I . Type the name of vour Microsoft Exchange server, For information, see wour system

administratar,
We se | e Ct t h e C h ec k Microsoft Exchange server: | Serverd
N ame b utton to ve rlfy Use Cached Exchange Mode
th e aCCcou nt. Type the name of the mailbox sek up for wou by wour adminiskrator. The mailbox name

is usually vour user name.,

User Mame: |crobbins@domain.local Check Mame

More Setkings ...

< Back ” Mlexk = ][ Canicel ]




Account Verification

The server name
comes back as
serverl.domain.local
and underlined
meaning the
Exchange Server is
valid. The username
comes back as
Charles Robbins and
is underlined to
demonstrate that the
test is positive. We
click on the Next
button to go on.

Add Mew E-mail Account

Microsoft Exchange Settings
You can enker the required inFormation ko conneck ko Microsaft Exchange.

Type the name of your Microsoft Exchange server, For information, see wvour syskem
adrministrator,

Microsoft Exchange server:  |serverl.domain.|ocal

Use Cached Exchange Mode

Type the name of the mailbox set up for wou by wour administrator. The mailbox name
is usually wour user name.,

User Mame: |charles robbins

More Settings ...
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New Outlook Account Made

Our new Outlook
account is made and
we click on the Finish
button to enter our
email application.

Add Mew E-mail Account

Congratulations!

¥ou hawe successfully entered all the information required ko setup your
account,

To close the wizard, click Finish,
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We select the
New hyperlink
to send our
test email.

Microsoft Outlook

[ Inbox - Microseft Outlook
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Test Email

We Write a test ’I./ﬁ% 93« + |5 Email check - Message (HTML) o = B
ema|| and Select - Message Insert Options Format Text Adobe PDF @
the send button = ’_, Calibri (Bo ~ |11~ |[A° A7|[23= - ,_,||m| ﬂ @g} @ FE* Y |L¢v w
to Send |t tO F‘a'ste i /B I U ||EIE..? - v||— { §§ -§§| ﬁgg;ﬁ:i rf:;zl: L&' FELLEL‘.-‘.-‘ 3 Spellmg
another user on Clipboard ™= Basic Text i Mames Include Options ™= || Proofing
our domain and [_to-. ) [QudiRothing
C
the Exchange L ce ] |
server. swiee:|

Chuck Robbins;

Email check

| » &I

September 26, 2010
Chuck Robhins
Designer

World Class CAD, LLC

Chuck,

I set up my email. Please respond if you receive it.

Charles
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Return of the Test Email

A few minutes
later, our co-
worker returns
the email and
we our now
established on
the
organization's
domain and
Exchange
server.

uv Inbox - Microsoft Qutlook

= oo
! File Edit View Go Tools Actions Help Adobe PDF Type a guestion for help =
DgdNew - | Bl 23 X | CuReply S@Replyto Al i Forward | BE W | HElsend/Regeive - [ | @) Search addressbooks - | (@ B i & & BE i
- e S 2 -
Mail « ||[2 Inbox | P~ %l RE: Email check «
Fawvorite Folders 2 [V [ @ From Subject Received | Size Categories Vl = -
L] Inbox (1) . =
L@ Unread Mail ({L73) E Date: Today Chuck Robbins &
=) sent Items " Chuck ... RE: Email check Sun 9/26... 7 KB 5un9/26/2010 234 g
Mail Folders A charles robbins E
A
=
ry
All Mail It E=l
}ﬂ ail Iltems - i
=] %ﬂfr‘-hilhox-charles rabhin ﬁ
@ Deleted ltems =
L7 Drafts From: charles -
[ Inbox 1] robbins £
(@ Junk E-mail Sent: Sunday, g
[ Outbox September 26, =0
& [ RSS Feeds 201-0 a:3?|;PM
[ sent Items T'ngﬂ; uc
# L Search Falders Ro ins . v
Subject: Email o
check g
,,,,, E
Mail | & =
— September 26, g
=
"] catendar 2010 -
8=| contacts Chuck Robbins
Designer
;ﬂ Tasks world Class
CAD, LLC -
O (B S [ F—TT—

1 Item

A&l folders are up to date,

3 Connected to Microsoft Exchange ™




	Setting Up an Outlook 2007 Account on an Exchange Server
	Logging onto the Domain and Starting Outlook
	Email Accounts
	Manually Configure Server Settings
	Choose Email Services
	Microsoft Exchange Server Settings
	Account Verification
	New Outlook Account Made
	Microsoft Outlook
	Test Email
	Return of the Test Email

