How to connect to your student email account using Outlook 2010

You must be running Windows Vista or 7. This process will not work correctly in Windows XP.

—— T T—g—

%v @ » Control Panel » All Control Panel ltems »

- — 13 -

Search Control Panel

r Action Center
@ Backup and Restore
Credential Manager
@ Desktop Gadgets
B Display
E’ Folder Options
& HomeGroup
IDT Audio Control Panel
e Intel(R) My WiFi Technology
@ Java
D Mail

= Notification Area Icons

3 Power Options

& Region and Language
% Sound

1™ System

Adjust your computer's settings

M Performance Information and Tools

@ Administrative Tools

% BitLocker Drive Encryption

% Date and Time

ﬂ Device Manager

@ Ease of Access Center

A Fonts

© HP ProtectTools Security Manager
& Indexing Options

E Intel® PROSet/Wireless Tools

&2 Keyboard

& Mouse

Q Parental Controls

! Personalization

m Programs and Features

@ RemoteApp and Desktop Connections
@ Speech Recognition

& Tablet PC Settings

View by: Small icons ¥

Category

Large icons
[=g AutoPlay
© Smallicons

[ »

El Color Managemen:
0 Default Programs
@ Devices and Printers

Flash Player

=i Getting Started

\ HP Quick Launch Buttons
B2 Intel(R) Graphics and Media
Internet Options

Location and Other Sensors
5% Network and Sharing Center
/ Pen and Touch

|£5] Phone and Modem

) Recovery

By Software Explorers

@ Sync Center

u_ Taskbar and Start Menu

m

-~

i

ounts

Open Control Panel. Change the view to either “Large icons” or “Small icons.”

be labeled “Mail-32.”

" Mail Setup - Outlook

E-mail Accounts

Data Files

~»  Setup e-mail accounts and directories.
S|

4, Change settings for the files Outlook uses to
‘,&@ store e-mail messages and documents.

Data Files... I

Profiles

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

Show Profiles... I

Close |

Click “E-mail Accounts.”

Find and click the “Mail” icon. It may also



r@ 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 Baoks |
g New... % repair... @ change... € SetasDefaut Y Remove € @
Name Type
Click “New.”

r@ Add New Account

Exarnple: Ellen Adams

E-mail Address: ‘ |

Example: ellen@contoso,com

Password: I |

Retype Password; r ‘

Type the password your Internet service provider has given you.

() Text Messaging (SMS)

© Manually configure server settings or additional server types

0 Account Setup S | <
Connect to other server types. } \_.
() E-mail Account
¥our Mame; I l

| <Back |[ Next> | [ cancel |

Select “Manually configure server settings or additional server types.” Click “Next.”



(D Add New Account a 1 i [

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

[ < Back " Next > l[ Cancel ]

Select “Microsoft Exchange or compatible service.” Click “Next.”

r@ Add New Account

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service.

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

Server: |LSCCAS12010.lsc.local
V] Use Cached Exchange Mode

Type the user name for your account.

User Name; Bruce Wolfe

| More Settings ...

1 < Back ]( Next > J [ Cancel ]

Server: LSCCAS12010.Isc.local
Use Cached Exchange Mode should be checked.
Enter your first and last name in “User Name:” It’s important that you enter your name as it exists in the system.

Shortened versions or nicknames won’t work here.
Click “More Settings.”



'.@ Microsoft Exchange

| General | Advanced | Security | Connection

Connection

Use these settings when connecting to Microsoft
Exchange when working offiine:

@ Connect using my Local Area Network (LAN):

(7) Connect using my phone line

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

Modem

Lise the Following Dial-Up Networking connection:
v

| Properties... Add...

Qutlook Anywhere
|| Connect to Microsoft Exchange using HITP

[ Exchange Proxy Settings... ]

o< J[ comcel |[ sooty |

Select the “Connection” tab. Under “Outlook Anywhere,” check the box labeled “Connect to Microsoft Exchange using
HTTP.” Click “Exchange Proxy Settings.”

r@ Microsoft Exchange‘gggg Settings

Microsoft Qutlook can communicate with Microsoft Exchanae 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:// connect.lsc.edu

Connect using SSL only
|| Only connect to proxy servers that have this principal name in their certificate:

msstd:connect.lsc.edu

[7] On fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCP/IP

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

[Basic Authentication v]

[ ok | [ Ccancel

In the “https:” field, enter: connect.Isc.edu

Check the box labeled “Connect using SSL only.”

Check the box labeled “Only connect to proxy servers that have this principal name in their certificate.”
Under “Proxy authentication settings,” change the setting from NTLM to Basic Authentication.

Click OK. Then, OK again.



r@ Add New Account y

Server Settings

Enter the information required to connect to Microsoft Exchange or a compatible service.

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

Server: |LSCCAS12010.lsc.local |
Use Cached Exchange Mode

Type the user name for your account.

User Name: EBI’UCE WOlfé

|

< Back ]E Next > |[ Cancel ]

Click Next when you get back to the Add New Account screen.

r@ Windows Security

Mail Application
Connecting to Bruce Wolfe

— ‘| Isc\brwolfel1234 |
‘l | (11l I1I11] I

[7] Remember my credentials

[ oK ][ Cancel ]

You’ll be prompted for your username and password. Be sure to use the form: Isc\username as shown above.

r@ Mail Delivery Location

By adding a Microsoft Exchange account you have changed where some of your new e-mail messages and calendar
information is saved.

These changes will take effect the next time you start Outiook.
Show Help >>

Coc ]

Click OK on this dialog if you receive it.
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Congratulations!
You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish.

=

| <gack ||_ Finish |

Click “Finish.”

"D Account Settings. - =

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

il "{| Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | published Calendars | Address Books |

g New... ¥ Repair.. {3 Change... €% SetasDefaut X Remove # &

Name l Type '
& brwolfe 1234@student.Isc.edu Microsoft Exchange {send from this account by default)

Selected account delivers new messages to the following location:
_Change Folder | brwolfe1234@student.lsc.edu\Inbox

You should your email address in the list. Click Close.
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E-mail Accounts
& j Setup e-mail accounts and directories.

Data Files

* g4, Change settings for the files Outlook uses to Data Files... |
&@ store e-mail messages and documents.

Profiles
Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one. Show Profiles I
Close |
Click Close.
rWil'ldows Security —== @

Microsoft Outlook
Connecting to brwolfel 234 @student.lsc.edu

| Isc\brwolfe1234

[aswesses 1

["] Remember my credentials

[ oK J[ Cancel

Start Outlook. You’ll again be prompted for your username and password.

Done!!



