Outlook Exchange Setup

Go to Control panel — Mail. Click the E-mail
Accounts button to open.

Click "Add a new e-mail account"

Choose "Microsoft Exchange Server" in the next
screen. Click "Next"

In the next screen, set the server to
"ad.okstate.edu”

Enter your OKEY email address in User Name field

Click Check Name button

Mail Setup - Outlook

E-mail Accounts

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

E-mail

7 view or change existing e-mail accounts
Directory

€ Add a new directory or address book

E-mail Accounts

Server Type

‘fou can choose the type of server wour new e-mail account will work with,

“)Microsoft E

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

POP3

Connect ko & POP3 e-mail server to download your e-mail,
O IMaP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbosx
T
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Enchange Server Settings

Wou can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer. For information, see your
system administratar,

Microsoft Exchange Server: |ad‘okstate.adu

™ Use Cached Exchange Made

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

User Mame: ffirst.|ast@okstate.edy

Check Name:

{Mare Setiings
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A prompt to login should appear

Login with your OKEY email and password.

Once done, this process should cause all
information to update correctly

The server and username fields should have
underlined wording now

Click Next and Finish

Go back into the Control panel and double-
click Mail again

Select Email accounts
Now choose View or change existing email

accounts

Where it says "Deliver new email to the
following location"

Make sure that Personal option is not selected.

Using the dropdown menu (if necessary), select
the item that says "Mailbox — Last Name, First

Name"

Click Finish

Open Outlook 2003 from your desktop icon or
from the programs list under Microsoft Office

E-mail Accounts
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Exchange Server Settings
‘ol can enter the required information to connect Eo vour Exchange server.

Tvpe the name of wour Microsoft Exchange Server computer, For information, see vour
systemn administrator,

Microsaft Exchange Seryer: |E><E1.ad.okstate.edu \
Use Cached Exchange Mode

ou by vour administrator, The mailboz name

Tvpe the name of the mailbox set up For
is usually your user name,

User Ndme: |M_B@
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

Add a new e-mail account

1.9r change existing e-mai accounts

€ Add a new directory or address baok

€ view or change existing directories or address books
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E-mail Accounts
‘fou can select an account and change its settings or remove it.

Outlook proceszes e-mail for these accounts in the following order:

= | _gporoe.. |

Exchange {Default)
Add...

Remove |
Set as Default |

D new e-mail to the followi tion:
Mailbox - Hook, Byron w)  MNew Qutlook Data File...
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Email setup is complete!

If you have any questions contact the Helpdesk at 744-HELP

Optional Suggestions once Outlook is open
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Add BCC option:

Open a New message
Click the arrow to the right of the Options button at the top of the message
Select BCC in the drop-down list

Go Tools Actions Help

Close message. e > o At G Formerd
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