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Requirements:

Microsoft Outlook Setup Guide

1 Working internet connection. (Does not have to be in school.)

1 AMicrosoft Windows basethptop/desktop with any versioof Microsoft Outlook installed.

(Demo using Windows Vista and Microsoft Office 2007.)

1. Go to Start>Control Paneb Classic ViewMail.
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2. Click Show Profil esé
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{3 Mail Setup - Singnet

E-mail Accounts

| E-mail Accounts. .. I

t-",“:j Setup e-mail accounts and directories.
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Data Files
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Change settings for the files Qutook uses to

: Data Files... |
store e-mail messages and documents.

Setup multiple profiles of e-mail accounts and

| Show Profiles. .. |
data files. Typically, you only need one.

Close |
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(- Microsoft Outlook Setup Guide
3. Make sure Prompt for a profile to be used
A Mail > -
Genemll

@ The following profiles are set up on this computer:

Singnet

Add... Remove Properties Copy... |

When starting Microsoft Office Cutlook, use this profile:
* Prompt for a profile to be used
" Always use this profile i

ISingnet j

4. Give the profile a name. (e.g: NTU) Click OK.

pe
LA New Profile
@ Create New Profile [I]
Cancel
Profile Mame:
NBS-5C5 |
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5. Check Manually configure server settings or additional server types. Click Next.
{3 Add New E-mail Account l . . '

Auto Account Setup

Your Mame: | |

Example: Barbara Sankovic

E-mail Address: | |

Example: barbara@contoso, com

Password: | |

Retype Password: | |

Type the password wour Internet service provider has given wou,

Manually configure server settings or additional server types

< Back [ Mext = I [ Cancel

6. Select Microsoft Exchange. Click Next.
{; Add New E-mail Account ' .. . T u

Choose E-mail Service

) Internet E-mail

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
@ Microsoft Exchange

Connect to Microsoft Exchanae for access to your e-mail, calendar, contacts, faxes and voice mail.
() Other

Connect to a server type shown below,

Fax Mail Transport
Cutlook Mobile Service (Text Messaging)

<Back | mMext> | [ cancel
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7. Key in mail2l in Microsoft Exchange server and key in your NTU network User
Name in User Name. Click on More Settings
@Add MNew E-mail Account ‘ .e s

Microsoft Exchange Settings
¥ou 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: |mail21
Use Cached Exchange Maode

Type the name of the mailbox set up for you by your administrator. The mailbox name |
iz usually your user name.

User Name: |nbs-scs| Chedk Name

Mare Settings ...

< Back ][ Mext = ][ Cancel ]

8. If you see this dialog box, click OK.
>3 Microsoft Office Outlook ﬁ

. The action cannot be completed. The connection to Microsoft
/ l . Exchange is unavailable. Qutlook must be enline or connected to
complete this action.
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10. The following window should appear. Click on the connection tab and check on
Connect to Microsoft

Q Microscft Exchange

| General | Advanced | Security | Connection |F‘.emute Mail

“NBS-SCS STUDENT CHAPTER
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If you see this window, click Cancel.

Microsoft Outlook Setup Guide

Q Microscft Exchange

S5

General |

Microsoft Exchange server:
mail21

Mailbo:

nbs-scs Chedk Name

Once the names have been checked and are underlined,
click Ok,

[ Ok ][ Cancel ] Apply

Exchange

[

Connection

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

(@ Connect using my Local Area Metwork: (LAM)
() Connect using my phone line
(71 Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the Following Dial-Up Metworking connection:

Properties... Add...

Cutlook Anywhere

Connect to Microsoft Exchange using HTTP

[ Exchange Proxy Settings... ]

[ Ok, ][ Cancel H Apply
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11.Under Use this URL to connect to my proxy server for Exchange, key in
webmail.ntu.edu.sg. Check @ checkboxesUnder Only connect to proxy servers
that have this principal name in their certificate, key in msstd:wehlmeasidu.sg For
Proxy authentication setting, select Basic Authenticatiick OK.

g Microsoft Exchange Proxy Settings - Send Feedback u

Microsoft Office Outlook can communicate with Microsoft Exchange owver the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity werification 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:f{ | webmail.ntu.edu.sg

Connect using S5L only
Only connect to proxy servers that have this principal name in their certificate:

msstd:webmail. ntu.edu.sg

On fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCR/IP

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

Basic Authentication - ]

[ OK ] [ Cancel

12.Click OK. |
3 Microsoft Exchange ﬁ

| zeneral | Advanced | Security | Connection |F‘.emute Mail

Connection

Lise these settings when connecting to Microsoft
Exchange when working offine:

(@ Connect using my Local Area Network: (LAM)
(71 Connect using my phone line
(71 Connect using Internet Explorer's or a 3rd party dialer

Maodem

U=ze the Following Dial-Up Metworking conneckion:

Properties... Add...

Cutlook Anywhere
Connect to Microsoft Exchange using HTTP

[ Exchange Proxy Settings. .. ]

o J [ ) [y
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13.Click on Check Name.

"{® Add New E-mail Account ‘ R I E R )

Microsoft Exchange Settings
You can enter the required infarmation to connect to Microsoft Exchange.

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

Microsoft Exchange server: |mai|21
Use Cached Exchange Maode

Type the name of the mailbox set up for you by your administrator. The mailbox name
ig usually your user name.

User Name: |ﬂb5-5€5| | Checdk Mame |

More Settings ...

| <Back || mext> | [ cancel |

14.Key in your UseName in the form of studémtsername follow by your password.
Click OK.

FQ Connect to mail2l m

%

Connecting to mail21

User name: €7 student\nbs-scs -

Password: |

[ Remember my password

| ok || canel
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15.You should now see this window with the full server name and your name. Click Next.
_{3 Add Mew E-mail Account b . .. . ee . ﬁ

Microsoft Exchange Settings
‘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: | MAIL22 student. main.ntu.edu.sg I
Use Cached Exchange Mode

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

User Mame: | #NBS-5CS Student Chapter# Chedk Mame

More Settings ...

< Back ][ MNext = ][ Cancel l

16. Click Finish.
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