Office of Information & Library Services P OUMERSTR

Department of Information & Communication Technology GREENWICH

How to setup Outlook 2007 - an end-user Guide

The following document is a step by step guide into how to configure the full client of Outlook to connect to the Exchange
server; to access your emails while on the University Network, you only need to follow this document if Outlook is not
currently configured on your machine, if you are off Campus then please use http://owa.gre.ac.uk (the web access version

of Outlook), this works best with Internet Explorer, but will work with other web browsers.

Your email account details need to be entered when Outlook is first opened from the start menu or taskbar. The
instructions below indicate the details to be entered as well as those to be omitted. Unless otherwise shown, accept the
default settings. If you have any problems please contact the Helpdesk on extension 7555. Or Email helpdesk@gre.ac.uk

First off you need to click on the outlook icon on your desktop or go to ‘Start’, ‘Programs’ and select ‘Outlook’, the icon on
the desktop or in the Programs menu will look something like this:

Outlook 2007 Startup

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide vou through the
process of configuring Outlook 2007,

A
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Leave the ‘Yes’ button ticked and click ‘Next’

Account Configuration il

E-mail Accounts

‘ou can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
ather E-mail server. Waould wou like to configure an E-mail account?

% Yes
" No

< Back. I Mexk = I Cancel |

Enter the name you want to be displayed when you send an email in the ‘Your Name:’ Box and your long email address (not
your login ID) in the ‘E-mail Address:’ box.
Do not enter your password at this stage and do not tick the box ‘Manually configure server settings or additional server

types’ and click ‘Next’.

Add New E-mail Account x|

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

Your Name: I.D. Friend

Example: Barbara Sankovic

E-mail Address: IA.Friend@gre.ac.uH

Example: barbara@contoso,com

Password: I

Retype Password: I

Tvpe the password wour Internet service provider has given wvou,

[ Manually configure server settings or additional server bypes
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When prompted enter your login ID preceded by staff\ in the ‘User name’ box and the password you were first given when
you joined the University (unless you have logged into the Web Access of Outlook and changed your password, in that case
enter the password you have set)

Add Mew E-mail Account x|

Online search for your server settings...

Connect bo gnn-sta-excaZ.staff.g

User name: (€ seaififams =

Passweond: |_'I'II'IIIIHIIIHII1HI]

™ Remember mry passwond

[k |  comel

< Back Tk Cancel

Do not tick the ‘Manually configure server settings’ box. Click on ‘Finish’ and then Outlook will open.

Add New E-mail Account x|

Online search for your server settings...

Configuring

Configuring e-mail server settings, This might take several minutes:
«"  Establish network connection
\/ Search For s.oneill@gre. ac.uk server settings
" Log onto server

Eg Your e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server settings
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To prevent future issues, please make sure Outlook is not running in cached mode, click on ‘Tools’ and then ‘Account
Settings...”

rosoft Outlook

Tools igctions Help

S5end/Receive 3

Instant Search 3

T

[ Address Book...,  Ctrl=Shift=B
b lﬁ Rules and Alerts...
Out of Office Assistant...
o Mailbox Cleanup...
Empty "Deleted Items™ Folder

&) &

Recover Deleted Items...

T

Forms ]
Macro 3
Account Settings...

Trust Center...

LCustomize...

Options...

E-mail Scan Properties...

Scan for Threats...

Next you need to click ‘Change’

Account Settings r?

E-mail Accounts
¥ou can add o remove an account, You can select an account and change its settings.

E-mail | Data Files || R55 Feeds || SharePaint Lists || Internet Calendars || Published Calendars || Address Books |

.Q Mew... 'S¢ Repair.., 250 Change... ¥ Remove
Mame Type
S OMeill@gre,ac.uk Exchange {send from this account by default)

Selected e-mail account delivers new e-mail messages ko the Following location:

Mailbox - Stephen O'Neill', Inbox

Close
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If ‘Use Cached Exchange Mode’ is un-ticked then do not change it and click on ‘Close’ otherwise please un-tick ‘Use Cached
Exchange Mode’ and then click ‘Next’

Change E-mail Account E|

Microsoft Exchange Settings
‘ou can enter the required information ko connect bo Microsoft Exchange,

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

Microsoft Exchange server: |qrn—sta—exmbz.staFF.qre—ad.qre.ac.uk

[Juse Cached Exchangs Mode

Type the name of the mailbax set up Far wou by your administrator. The mailbox name
is usually your user name,

User Name: |Ste hen O'Tueil Check Mame

Moare Setkings ...

< Back [ Mexk = ][ Cancel ]

The following dialog box will appear telling you changes will not happen until you restart Outlook, just click ‘OK’

Microsoft Office Outlook

' ': The operation you selected will nok complete until vou select Exit Fram the File menu, and then restart Micrasoft OFfice Outlook,
L
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Click ‘Finish’

Change E-mail Account

Congratulations!

‘You have successfully entered all the information required to setup your

accaunt,

To close the wizard, click Finish.,

< Back
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Set Outlook to empty ‘Deleted Items’ on exit. From the date of deletion there is a 14 day window that allows for the
recovering of all deleted mail. To set Outlook to delete on exit go to ‘Tools’ and then ‘Options’

Tools i&ctions Help

Send/Receive 3

Instant Search »
Address Book...  Ctrl+Shift+B
%f Organize
Lﬁ Rules and Alerts...
| Cut of Office Assistant...

Mailbox Cleanup...

@ Empty "Deleted Items” Folder
@ Recover Deleted Items...
Eorms 3
Macro 3

Account Settings...
Trust Center...
Customize...

Options...

E-mail Scan Properties...

Scan for Threats...

Select ‘Other’ tab, tick ‘Empty the Deleted Items folder upon exiting’, click ‘Apply’ and then ‘OK’

Options

Preferences || Mail Setup || Mail Format || Spelling! Other | Delegates

General
o Empty the Deleted Items Folder upon exiting
B Make Cutlook the default program for E-mail, Contacts, and Calendar,

Advanced Options. ..

Autodrchive

“== Manages mailbox size by deleting ald items or maving them to an archive file
=|ll and by deleting expired items.

Aukodrchive...
Qutlook Panes

Custornize options for the Outlook Panes. Mavigation Pane

Reading Pane. ..

To-Do Bar...

Person Names
& Display online status next ko a person name

[ (o] 4 H Cancel ] Apply

Outlook is now setup, if you have any issues configuring or using Outlook please contact helpdesk on Extension 7555 or
email helpdesk@gre.ac.uk

Outlook2007 Setup Page 7 April 2010
Version 2



