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INFORMATION & TECHNOLOGY
SERVICES HELP DESK

1. Click on “Start”.

Tel: 507-389-6654 1

Email: Helpdesk@mnsu.edu
Online FAQ: http://www.mnsu.edu/answers
Web: http://www.mnsu.edu/its/support/helpdesk.html

XP OR VISTA

How TO SETUP OUTLOOK 2007
USING EXCHANGE OFF-CAMPUS
(INCLUDING THE RES HALLS)
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2. Click on “Control Panel”.
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3. Click on “Mail”.
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4. Then click on “show profiles...”

Mail Setup - X

E-mail Accounts

3 Setup e-mail accounts and directories.

=

| E-mail Accounts. .. |

Data Files

\&h Change settings for the files Outlook uses to

; Data Files. .. |
i store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts Shaw Prafiles. .. ><__— ; “ A
% data files. Typically, vou only need one, oo | Click on “Show Profiles

Close

5. Click on “Add”.

Mail

E4

General ]

@ The Following profiles are set up on this computer:

Add.., e Click on “Add”

When starting Microsaft Office Outlook, use this profile:
{* Prampt for a profile bo be used

" Always use this profile

| =l
[a]4 | Cancel ‘ ‘

6. Type in your first name and then click “OK”.

New Profile

@ Create Mew Profile

Prafile Mame:
|Fir5tName |

Click “OK”

——
Cancel




7. Fill out the information that is listed below.
a. Inthe Your Name field, fill in your First and last name.
b. Inthe Email Address field, fill in your Full MSU Email Address.
c. Inthe Password: and Retype Password field, enter your campus password.
d. Then click “Next”.

Add New E-mail Account E|

Auto Account Setup

Clicking Mext will contact your e-mail server and configure wour Internet service provider or Microsoft
Exchange server account sekbings,

Your Name: IFirstName LastMame I

Example: Barbara Sankaovic

E-mail Address: IFirstr'-.lame.LastName@mnsu.edu I

Example: barbara@contoso,com

Password: I****** I

Retype Password: I****** I

Tvpe the password wour Internet service provider has given you,

Click “Next”

[ ]mManually configure server settings or additional server types

< Back Mext = Cancel




8. You should get the following screen. This means that Outlook is trying to communicate with the
Exchange server to get the correct settings.

Add New E-mail Account El

Online search for your server settings...

AT

Configuring

Configuring e-mail server settings. This might take several minutes:
" Establish network connection
[ Search for @mnsu.edu server settings

Log on ko server

9. During the process you may be asked to authenticate with the server. You will need to fill out
the information like it is listed below:
a. Username: “campus\userid”
b. Then fill-in your campus password
c. Then click “OK”

Connect to CAS2 .Campus.mnsu.edu |E|[E|

Connecking ko autodiscover.mnsu,edu

Lser name: I_ﬁ campusiuserid b

Password: sesene

[ Iremember my password

—”




10. Once Outlook has finished getting the data there are a few settings that need to be changed. You
will need to check the checkbox for “Manually configure server settings”. Then click “Next”.

X

Add New E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
«  Search for

v

@mnsu. edu server settings

Log on to server

(‘g ‘aur e-mail account is successfully canfig

L

use Microsoft Exchange.

Mafjually configures server settings

g~

[ Mext > ][ Cancel
e

1. Check the checkbox for
“Manually configure server
Settings”

2. Click on “Next”

v

11. Uncheck the box for “Use Cached Exchange Mode”.
12. Then click on “More Settings...”

Add New E-mail Account

Microsoft Exchange Settings
¥ou can enter the required information to connect to Microsoft Exchange.

Tvpe the name of yvour Microsoft Exchange server. For information, see yol
adrministrakar,

Microsoft Exchange server: |EX1.Campus, o
P

pe Cached Exchange Mode

Type the name of the mailbox set up For ywou by ywour administrator, The mailbox name
is usually vour user name.

User Mame: |Lebman, Joseph Ronald

‘ More Setkings ... '
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1. Uncheck the box for “Use
Cached Exchange Mode”

Click on “More
Settings...”

| Finish

ll Caniel ]

13. Click on the “Connection” tab.




Microsoft Exchange

General |,ﬁ,dvanced Securik Conneckion | e T CliCk on the “Connection"
N— tab

Exchange Account

Tvpe the name by which wou would like to refer ko
this account, For example: "Work" or "Microsaft
Exchange",

|Micru:usu:uft Exchange

wWhen starking
{*) automatically detect connection state
() Manually control connection state

Default connection skate

Seconds Until Server Connection Timeout

I Ok ][ Cancel l

14. Click on “Exchange Proxy Settings...”

Microsoft Exchange fgl
Genetal || Advanced || Security | Connection | Remote Mail
Cannectian

Use these setkings when connecting bo Microsoft
Exchange when working offline:

(%) Connect using my Local Area Mebwork (LAN)
) Connect using my phone line

) Connect using Internet Explorer's or a 3rd party dialer

fodem

Outlook Arvywhere

HTTP Click on “Exchange

Exchange Proxy Settings... ] A

X S Proxy Settings...”

[ O, H Caniel ]

15. Check the checkbox for “On fast networks, connect using HTTP first, then connect using
TCP/IP”.



Microsoft Exchange Proxy Settings E|

Microsaft Office Outloak can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
jdenkity verification methaod that wau want o use, IF vou don't know which options ko
select, contact vour Exchange Administratar,

Connection sektings
IUse this URL to connect ko my proxy server For Exchange:

https:ff | mavmail. mnsu.edu

Check the checkbox for

Cnly conneck ko proxy servers that have this principal name in their certificate:
“On fast networks,

mastd:mavmail . mnsu.edu

—— — connect using HTTP

2 . .

A5L NELWorks, conneck using irst, then connect using ! fII’St, then connect using
on slow nebworks, connect using HTTP First, then connect using TCP(IP TCP/IP”

Prosy authentication settings
Ilse this authentication when connecting to my proxy server For Exchange:

Basic Authentication A

[ Ok ][ Cancel ]

16. Then click “OK™.
Microsoft Office Outlook E|

1 E You must reskart Outlook for these changes ko take effect,
*

8].4

- Click “OK”

Launching Outlook
1. Double click on the Microsoft Outlook icon located on your desktop or in your start menu.

Outlook

2. Fill out the following information in the login box:
a. User name: “campus\userid”
b. Password: Your campus password

-8-



c. Leave “Remember my password” unchecked.
d. Then click “OK”

Connect to CAS2.Campus.mnsu.edu

%Hﬁ\;

Connecting ko autodiscover.mnsu,edu

ser name: € campusiuserid VI]

Passward: sesensl [I

[Jremember my password

[ ok | Click “OK”




