Configuring Outlook 2007 for Exchange
Email

The following instructions are designed for configuring Microsoft Outlook 2007 on PCs that are part of
the University of Nevada, School of Medicine Exchange email server.

From any location other than your main office computer (either on or off campus), access to your
Exchange email is available through Outlook Web Access (OWA), which requires no configuration.
However, you must log on with your MedID username and password.

NOTE: Exchange email is linked to your MedID account. Your MedID forms the username for your
Exchange email address. (MedID@medicine.nevada.edu)

Prerequisites & Assumptions

Your email is delivered to the School of Medicine’s Exchange server (medx.medicine.nevada.edu)
Sample user name: Jane Q Public
Sample email username: jgpublic

Sample email address: jgpublic@medicine.nevada.edu

Configuring Outlook 2007

1. Click on Start
2. Click on E-mail, Microsoft Office Outlook.

3. Enter your name in the New Profile input box.
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MNew Profile

{ . ok
I| Create Mew Profile

Cancel

il

Prafile Mame:

|‘|“n:|ur Mame Here| |

Now enter your e-mail address in the next input box.

Add New E-mail Account

X

Auto Account Setup
Clicking Mezt will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account setkings,

E-mail Address: |hswager@madicine.nevada.adu |

Example: barbara@contoso, cam

[IManually configure server settings or additional server bypes

< Back Mext = Cancel

Now click on Manually configure server settings or additional server types and then click Next.
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Add New E-mail Account

Choose E-mail Service

(O Internet E-mail
Connect to your POP, TMAP, or HTTP server to send and receive e-mai messages.

Connect to Microsoft Exchange For access to your e-maidl, calendar, contacts, Faxes and voice mal,

) other
Connect to a server type shown below.

< Back ][ Mext > i[ Cancel

Now choose E-mail service for Microsoft Exchange and click Next.

X

Add New E-mail Account

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

Type the name of your Microsoft Exchange server, For information, see your system
administratar,

Microsoft Exchange server: |medx.medicwne.nevada.edu

Use Cached Exchange Made

Type the name of the maibox set up For you by your administrator. The mailbox name
is usually your user name.

User Name: |Wi||iam A, Swager | [ Check Mame

More Settings ...

< Back ” Next = ][ Cancel ]

Type medx.medicine.nevada.edu into the Microsoft Exchange server: and then click on More Settings.
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Microsoft Exchange @

General |F'.|:Ivanced || Security || Conneckion || Remote Mail|

Exchange Account

Twpe the name by which wou would like to refer bo
this account, For example: "work" or "Microsoft
Exchange".

|Micru:usu:uft Exchange

‘“When skarting
(%) Automatically deteck connection state
() Manually control conneckion state

Chonse the connection kype when starting
Defaulk connection state
Connect with the network

“work offline and use dial-up netwarking

Seconds Until Server Connection Timeout

[ [a]4 H Cancel l Apply

Now click on the Security tab and make sure that Encryption is checked.

Microsoft Exchange D_<|

| izeneral || Advanced | Security |Cu:unnectiu:un || Remate Mail|

Encryplion

_Egcr}.-'pt data between Microsoft Office Outlook
iand Microsoft Exchange

Iser identification

[] Always prompt Far logon credentials

Lagon nekwark security:

|Negotiate Authentication W

O ] l Cancel apply
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Now click on Connection:

Microsoft Exchange E|
General | Advanced | Security | Conneckion | Remate Mail
Conneckian

Use these settings when connecting to Microsoft
Exchange when warking offline:

(&) Connect using my Local Area Metwork (AN

() Connect using my phone line
() Connect using Inkernet Explorer's or a 3rd party dialer

Modem

Cutlook Arwhere
[] connect ta Microsoft Exchange using HITP

[ ok ] [ Cancel

Click on the box next to Connect to Microsoft Exchange using HTTP to select, then click on the Exchange Proxy

Settings tab.

Microsoft Exchange Proxy Settings E|

MMicrosoft Office Outlook can communicate with Microsoft Exchange over the Inkernet by
nesting Remote Procedure Calls (RPCY within HTTP packets. Select the protocal and the
identity werification method that you want to use, IF wou don't know which options to
select, contact wour Exchanage Administrator,

Connection setkings
Use this URL to connect ta my proxy server For Exchange:
htkps:f | |

Conneck using S5L only
[ only conmect to proxy servers that have this principal name in their certificate:

[]on Fast networks, connect using HTTP first, then connect using TCP{IP
On slow nekwarks, connect using HTTF first, then connect using TCRYIP

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

|NTLM Authentication v/

[ oK ][ Cancel ]
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Now you’ll have to enter the following information:

Microsoft Exchange Proxy Settings E|

Microsoft Office Cutlook can communicate with Microsoft Exchange over the Inkernet by
nesting Remote Procedure Calls (RPC) within HTTP packets, Select the protocol and the
identity werification method that vou want to use, IF wou don't know which options to
select, contact your Exchange Administrator,

Zonnection setkings

Use this URL to connect to my proxy server For Exchange:

httpsiff | owa.medicine.nevada. edu

Only connect o proxy servers that have this principal name in their certificate:

msstd:owa, medicine. nevada, edu

0On Fast netwarks, connect using HTTP first, then connect using TCPIP
On slow networks, connect using HTTP first, then connect using TCPYIP

Prosy authentication settings
Use this authentication when connecting ko my proxy server for Exchange:

[Easic Authentication

[o]'4 l [ Cancel

Enter medx.medicine.nevada.edu in the https:// box.

Check the box: Only connect to proxy servers that have this principal name in their certificate.
Enter msstd:owa.medicine.nevada.edu.

Make sure that both box for slow and fast connections are checked.

Change the Proxy authentication settings are set to Basic Authentication and click OK., OK.

Click on the screen that says Microsoft Outlook must be restarted.

Then click Next, and then Finish.

Now you can login to the exchange server via an HTTP connection.
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Connect to MEDX.medicine. nevada.edu |E||E|

=

| &
R

Connecting to MEDX. medicine.nevada, edu

User name: | € medicinelvour MedID Here ¥ | Iy

Passward: | |

[ O, ][ Cancel ]

Enter the User name: medicine\Your MedID, enter your password and click OK

Microsoft Outlook will now connect to the server and then take a short time to populate all of the folders.

Congratulations! You’ve now configure Outlook on your computer.

Happy Emailing!
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