How to set Microsoft Outlook so you can use it at home (instead of Outlook Web Access)!

1. Have Outlook open
2. Clickon “Tools” > “Account Settings...”
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§f_ile Edit View Go | Tools I Actions Help
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Send/Receive +q Al

Instant Search »

[ Address Book.. Ctrl-Shift-B
%f Organize
51 Rules and Alerts...

Qut of Office Assistant...

Mailbox Cleanup...
(3] Empty "Deleted Items” Folder
(3] Recover Deleted Items..,

Forms »
Macro

Account Settings... g —
Advanced Security »

Trust Center...
Customize...

Options...

Ll TYOT O T O TR IO

‘3. Click on “Change...”

| 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 || Internet Calendars || Published Calendars || Address Books |

G New... SReparr... P3fcChange.. @ SetasDefault X Remove # &

Name

Microsoft Exchange Server
[ ]

Type
Exchange (send from this account by default)
MAPI

Selected e-mail account delivers new e-mail messages to \ ‘owing location:

Mailbox - Immel,Patrick\Inbox
in data file C:\Documents and Settings'pimmel\...\Outlook\outlook.ost

Close




4. Click on “More Settings...”

E-mail | Data Files || RSS Feeds | SharePoint Lists || Internet Calendars || Published Calendars || Address Books |

Change E-mail Account

i Microsoft Exchange Settings
4 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: 1 MATl
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mq

s s usually your user name. \

User Name: {Immel Patrick

5. Click on the “Connection Tab”

Microsoft Exchange

—| | General | advanced | Security | Connection || Remote Mail| =

T | Exchange Account

ag

Type the name by which you would like to)
this account. For example: "Work" or "Micro A
Exchange”. ‘

[Wa’oso&Exdmge Server
™ When starting

(O Automatically detect connection state —
(® Manually control connection state

[[] choose the connection type when starting
Default connection state v
(3) Connect with the network

(O Work offline and use dial-up networking

Seconds Until Server Connection Timeout

[ OK ][ Cancel ] Apply




6. Make sure there is a check mark in front of the “Connect to Microsoft Exchange via HTTP line.
7. Click on the “Exchange Proxy Settings...” button.

Microsoft Exchange o

—{ | General | Advanced | Security] Connection | Remote Mail | =

T | Connection
aq

Q

Use these settings when connecting to Microsoft
Exchange when working offline: =

(® Connect using my Local Area Network (LAN)

™ (O Connect using my phone line z
is (O Connect using Internet Explorer's or a 3rd party dialer B
Modem Tl

Use the fe

wing Dial-Up Networking connection:

Qutlook Anywhere
Connect to Microsoft Exchange using HTTP

I
[ Exchange Proxy Settings... ] \l\

o ” Cancel ] Apply

8. Make sure YOUR dialog box (below) looks exactly like this one (minus the funky red arrows!).

ange c-mail Accoun

Microsoft Exchange Proxy Settings

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

Connection settings
Use this URL to connect to my proxy server for Exchange:

https:// | . ~——
T I

Is Connect using S5L only —_—l——
[CJonly connect to proxmmﬁ!r certificate: 2|

[CJon fast networks, connect using HTTP first, then connect using TCP/IP . ' |

On slow networks, connect using HTTP first, then connect using Tcpﬁ\,

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

INTLM Authentication v }\‘_ |

— [ OK ] [ Cancel ] —




9. Select “OK”, “Next” and “Finish” to exit out of dialog boxes and accept settings. You might see a
pop up box that tells you something like you have to restart Microsoft Outlook to make the changes

permanent.

10. You should be all set to go. With these settings | have to login nearly every time | start Outlook.

Remember that your username for signing in (to Outlook) will now be: username@nwmissouri.edu

Thanks for playing!



