Configuring Outlook 2007 for the first time

1. Prerequisite steps:
a. Make certain that you have requested a mailbox on the Exchange
server or that one has been requested on your behalf.
b. Verify or set your forward by clicking here: Web-Based forwarding
link. If your forward is not already set to <rcsid>@win.rpi.edu
follow the instructions for doing so on this page.

To change the forward of vour email, enter the destination address in the box below and click the Sef New Forward button. To remove the current forward. click the Remove Cuwrrent Forward button.

<resid>@imap.server.ipiedu

l SetNew Forward H Remove Current Forward ]

2. Once your forward and mailbox have been verified, open the control panel
in Windows and click on the mail icon to open it.

B
Mail
a. If the category view is enabled in control panel, select “Switch
to Classic View” to display the mail icon.

3. Click on “Show Profiles.”

Profiles —

F. Setup multiple profiles of e-mail accounts and Show Profiles...
data files. Typically, you only need one.

4. If an existing profile is listed, remove the old profile or assure that
you select the option for Outlook to “Prompt for profile to be used.”
5. Select “Add.”

Add. .. Remove Propertiez Copy...

When starting Microsoft Office Outlock, use this profile:
* Prompt for a profile to be used
T Always use this profile

Outlook \

6. Enter the name for the new profile and click “OK”.

3 New Profile L&J

& Create New Profile

Profile Name:

Cancel

7. Select “Manually configure server settings...” And click “Next”



I Manually configure server settings or additional server types

‘ -ﬁBa.I:ZK. ’ Next = ]’ Cancel ] |

8. For E-mail service type, select “Microsoft Exchange” and click “Next.”

() Internet E-mail
Connect to vour POP, IMAP, or HTTF server to send and receive e-mail messages,

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

| Other
9. Enter the following Microsoft Exchange Settings:
a. Exchange Server: backend-exchange.rpi.edu.

b. Assure Cached Mode is selected.
c. User Name: <YourRCSID>.
10.Click on “Check Name” to verify your settings.

Type the name of your Microsoft Exchange server, For information, see your system
administrator,
Microsoft Exchange server:  |backend-exchange.rpi.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.

11.If prompted, enter your domain credentials as follows:

a. User Name: win\<rcsids>
b. Password: <yourpasswords>

,a Connect to trﬂy-be-iﬂ.win.rpi.edu
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Connecting to troy-be-ex2.win.rpi.edu

User name: € winl<resid> b
Password: sesssane

[] remember my password

’ oK ][ Cancel ]

12.Click “OK,” “Next,” and then “Finish”
13.Your Exchange/Outlook e-mail should now be configured correctly.



