Configure Outlook 2010

with Exchange Server




1. Navigate to the Windows Start Menu (or press the “Windows” key-board button).
2. Select Control Panel on the right-hand side of the Start Menu.
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3. Inthe Control Panel, depending on which version of Windows, select either:
a. Mail (older versions of Windows)
or
b. Mail (32-BIT)
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4. After selecting Mail (or Mail (32-BIT)), the Mail Setup dialog box will open.
5. Click on the E-mail Accounts... button.

A Mail Setup - Outlook

E-mail Accounts

L::j Setup e-mail accounts and directories. | E-mail Accounts... I

Data Files

4, Change se‘_tﬁngs for the files Cutlook uses to Data Files. ..
% store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and Shaw Profiles. . |
data files. Typically, yvou only need one.

Close |

6. The Account Settings dialog box will open. You will see several tabs. Verify that you
are viewing the E-Mail tab.
7. Click on the New... (or Add... in older versions of Windows) button.

‘You gan add or remove an account. You can select an account and change its settings.
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MName Type
@ Hiia @hunter. cuny. edu Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

hlia@hunter.cuny.edu\Inbox
in data fille C:\Users\TRC Admint. .. WMicrosoft\OutookHlia @hunter. cuny.edu.ost




8. The Add New Account dialog box will now open.
9. Select the radio button next to E-mail Account.
10. Click on the Next > button to proceed.

Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization.

(7) Text Messaging (SMS)
Connect to @ mobile messaging service.
() Other

Connect to a server type shown below.
Fax Mail Transport
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11. You will now see the Auto Account Setup dialog box.
12. Select the radio button next to E-Mail Account.
13. Complete the form fields with the pertinent information:

a. Your Name: user’s first and last names.
b. E-Mail Address: user name followed by the “@hunter.cuny.edu” domain.
c. Password: user’s Hunter NetID password.
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Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account

Your Mame: EEE R

Example: Ellen Adams

E-mail Address: jdelacr @hunter.cuny.edu

Example: ellen@contoso.com
Password: I
Retype Password: | =essssssss]
Type the password your Internet service provider has given you.

() Text Messaging (SMS)

(©) Manually configure server settings or additional server types

]I MNext = I[ Cancel




14. E-mail server settings will now auto configure.

Configuring

Configuring e-mail server settings. This might take several minutes:
+«"  Establish network connection
Search for jdelacr@hunter.cuny.edu server settings
Log on to server

An encrypted connection to your mail server is not available.
Click Mext to attempt using an unencrypted connection,

<Back || Next> | | Cancel

15. Once the Auto Account Setup is configured click the Finish button located in the
bottom right hand corner.

Congratulations!

You have successfully entered all the information reguired % setup your account.

To dose the wizard, dick Finish.

‘ Add another account...
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Only use next set of instructions if an auto configuration problem has occurred like the
in the example below.

1. Click the < Back button located on the lower right hand corner

Configuring e-mal server setings. This might take: al mirutes:
w"  Establsh network connecton
Search for jdelacr@hunter.cuny.edu settings
Log on b sarver

i An encrypbed connection to your mal server is not avalable.
Ok Mext to atterpt using an unencrypbed

<Bok [ test> || conce |

2. Onthe Auto Account Setup window, select Manually configure server settings or
additional server types.
3. Click the Next > button.

Auto Account Setup
Connect to ather server types.

() E-mail Account

‘our Mame: |jose de la cruz |

Example: Ellen &dams

E-mail Address: |jdelaa’@hunter.cuny .edu |

Example: elen@contoso. com

Password: | ========== |

Retype Password: | “““““ |

Type the password vour Internet service provider has given vou,

() Text Messaging (SMS)
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4. Select Microsoft Exchange or other Compatible Service.
5. Click the Next > button.

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

'@ Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Text Messaging (SMS)
Connect to a mobile messaging service.
" other
Connect to a server type shown below.
Fax Mail Transport
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6. Enter the following:
a. Server: type in “mail.hunter.cuny.edu”

b. User Name: type in your Hunter Netid
c. Use Cached Exchange Mode, selected & don't click the Check Name button.

7. Click the Next > button.

[ Add New Account

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible servjze?

Type the server name for your account. If you don't know the server name? ask your
account provider.

Server: |mail. hunter.cuny.edu
Use Cached Exchange Mode

Type the user name for your account.

User Name: f23‘|
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8. Click the Finish button.

You have successfidly enterad all the infoemation raquired th setup your acoount.




If you want to set up Outlook at home, follow the next set of instructions starting from the Auto
Account Setup dialog box.

1. Select Manually configure server settings or additional server types.
2. Click the Next > button.

— . .
RINES — =
Auto Account Setup

Connect to other server types.

() E-mail Account

‘our Mame: jose de la cruz

Example: Ellen Adams

E-riail Address: jdelacr@hunter.cuny.edu

Example: ellen@contoso.com

aaaaaaaaaa

Password:

Retype Password:

Tywpe the password your Internet service provider has given wou,

() Text Messaging (SMS)

< Back Mext }l Cancel

3. Under Choose Service, select the Internet E-Mail radio button.
4. Click the Next > button.

ew Account _ |

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
() Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
) Text Messaging (SMS)
Connect to a mobile messaging service.
) Other
Connect to a server type shown below.
Fax Mail Transport
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5. Complete the form fields with the pertinent information:
a. Under the User Information section:
i. Your Name: user’s first and last names.
ii. E-Mail Address: user name followed by the “@hunter.cuny.edu” domain.
b. Under the Server Information section:
i. Account Type: select IMAP from the drop-down list.

ii. Incoming mail server: Type “mail.hunter.cuny.edu”.
iii. Outgoing mail server: Type “mail.hunter.cuny.edu”.
c. Under the Logon Information section:
i. User Name: username is the name that precedes “@hunter.cuny.edu”.
ii. Password: user’'s Hunter NetID password.
6. Select the Remember Password check box.
7. Click the Next > button located in the lower right-hand corner.

8. Uncheck “Test Account Settings by clicking the Next button”.

A Add New Accou | )

Internet E-mail Settings
Each of these settings are required to get your e-mail account warking.

User Information Test Account Settings

Your MName: jose de la cruz After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: jdelacr @hunter.cuny.edu below. (Requires network connection)

Server Information

[ Test Account Settings ... ]

Account Type: IMAP Izl
Incoming mal server: mail.hunter .cuny.edu Test Account Settings by dicking the Mext button
Qutgoing mail server (SMTP): mail.hunter .cuny. edu
Logon Information

User Name: jfdelacr @Hunter . cuny.edu

Password: EEEEEETEELL

Femember password

Require | ing 5 P d Authentication (SPA
[] Require logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Mext = J[ Cancel ]




9. Finally, click the Finish button to complete setup.

Congratulations!

You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish,
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