Configuring Outlook XP/2003 for Exchange

Please make sure the URMC VPN is connected before attempting to setup Outlook XP/2003.

e To setup Outlook XP/2003, go to Start, Settings, Control Panel.
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¢ Double click the Mail icon in Control Panel. Note, if you are using Windows XP and your Control Panel does
not look like the example below, you can adjust it by clicking on Switch to Classic View in the upper left corner
of your screen.
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e The screen below will appear. Click E-mail Accounts... button.
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L": 2 Setup e-mail accounts and directories, T
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data files, Typically, wou only need one.

e Select Add a new e-mail account and click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and dieectories that Outlook uses.
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{1 Wiew or change existing e-mail accounts

Directory

) add a new directory or address book,

) Wiew or change existing directories or address books
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e Select Microsoft Exchange Server and click Next.

E-mail Accounts

Server Type
You can choose the tvpe of server vour new e-mail account will wark, with,

(#)Microsoft Exchange Server

Connect o an Exchange server to read e-mail, access public Folders, and share
documents,

) POP3
Conneck ko a POP3 e-mail server bo download vour e-mail,
O 1mMap

Connect ko an IMAP e-mail server to download e-mail and svnchronize mailbox
folders.

{JHTTP

Conneck to an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.

() additional Server Types
Connect to another workgroup or Srd-party mail server,
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e On the next screen, for Microsoft Exchange Server, enter the name of your Exchange server. If you do not know
the name of your Exchange server, enter E2K3MS1. For Mailbox, enter your Lastname, Firstname. A comma
and space must be in between the last and first name as shown below:

e Click Check Name to test these settings. If the settings are correct, an underline will appear. Once this is
complete, click Next.
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Exchange Server Settings
‘ou can enker the required information to connect ko vour Exchange server,

Twpe the name of your Microsoft Exchange Server computer, For information, see your
system administrator,

Microsoft Exchange Server: |E2K3M51
[ Use Cached Exchange Mode

Twpe the name of the mailbox set up For vou by wour administrator, The mailbox name
is usually your user name,

User Mame:  |Lastname, Firstname] Check Mame |
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e The message below may appear after clicking next from the previous step. Click Yes to continue.

Microsoft Office Outlook

] tail From this Microsoft Exchange Server account will be delivered to the existing Personal Folder on vour local computer, IF wou wish
\]\i‘) to keep wour mail on your server, you must change the default delivery lacation using the E-mail Accounts cammand From the Toaols
menu, Do you wish to continue?

e Click Finish.

E-mail Accounts

Congratulations!

ou have sccessfully entered all tha information required to
sefup wour account,

To close the wizard, click Finish,
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e Next, open the Outlook properties again and go to Start, Settings, Control Panel then double click the Mail
icon. Click E-mail Accounts...as shown in the following example.
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e Select View or change existing e-mail accounts and click Next to proceed.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(73 add & new g-mail account

(%1 ¥iew or change existing e-mail accounts

Directory

{73 add & new directary or address book,
{73 view or change existing directories or address baoks
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o Please make sure the box labeled Deliver new e-mail to the following location resembles the example below
(ex. Mailbox —Lastname, Firstname).
e Once the mailbox is correct, click Finish.
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E-mail Accounts
cu can select an account and change its settings or remove it.

Cutlook processes e-mail For these accounts in the Faollowing order:
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Move Up
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Deliver new e-mail to the Following location:
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e The message below should appear after changing the setting above. Click OK. Outlook is now setup to access
your email via Exchange.

Account Manager,

' ou have changed the default delivery location for vour e-mail, This will change the locazion For yvour Inboix, Calendar, and other
- falders. These changes will bake effect the nesst time you start Outlaok,
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