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OUTLOOK 2010/2007 - USING OUTLOOK TO ACCESS EXCHANGE

INTRODUCTION

You can create an account in Outlook 2010 or 2007 to access all of the features available in Microsoft
Exchange. For more information, visit http://www.csun.edul/it/services/exchange/benefits.html.

SETUP INSTRUCTIONS

1. From the Start menu, select Control Panel.

2. Select the Mail icon.

3. The Mail Setup - Outlook window displays. Select E-mail Accounts...

Mail Setup - Outlook

E-rnail Accounts

- 3 Setup e-mail accounts and directories,
[y

Drata Files

| E-rnail Accounts. . I

)

+, Change settings Far the files Outook uses ko
\&-& store e-mail messages and documents.

Datka Files., .

Prafiles

Setup nulkiple profiles of e-mail accounts and
data files, Typically, wou only need one,

Shiows Prafiles, . |

Close I
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4. Inthe Account Settings window, select New.

[&l Screen Shot 2011-10-31 at 12.07.32 PM.png - Picasa Photo Yiewer

Account Settings

E-mail Accounts
“ou can add o remove an account, You can select an account and changs iks settings,

E-mail |Data Files | 55 Feeds || sharePaint Lists || Internet Calendars || Published Calendars || Address Books |

Repair... WP Changs... €% SetasDefault 9 Remove & &

Mame | Type

5. Inthe Add New E-mail Account window, do the following:

e Enter your name.

e Enter your CSUN email address (example: john.doe@csun.edu).

e Enter your password (the one you use for the myNorthridge Portal).
o Re-type your password.

6. Select the Next button.

Add New E-mail Account ﬁ

Auto Account Setup
Clicking Mesxt will contact your e-mail server and configure your Internet service provider or Microsaft
Exchange server account settings.

Your Name: John Doe

Example: Barbara Sankovic

E-mail Address: john.doe@csun.edu
Example: barbara@contoso.com
Password: ek

Retype Password: | +++4

Type the passward your Internet service provider has given you.

[IManually configure server settings or addtional server types

Mgk = Cancel
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7. The window displays ‘Configuring’ as it searches for your server settings.

Add Mew E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings, This might take several minutes:
«"  Establish network connection
\/ Search for zachary.hillbruner@csun.edu server settings

Log on to server

< Back Hext = Cancel
5

8. If you receive the prompt noted below, enter your email address and password and then select
the OK button to continue. Otherwise, continue to the next step.

Welcome back ko autodiscover, csun,edu

User name: | € john.doe@csun.edu

Passwiord; YY)

[ ]remember my password

[ k. l [ Cancel
L.

e —
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9. Configuration is successful. Select the Finish button to complete the set-up process.

Add Hew E-mail Account

Congratulations!

Configuring

Configuring e-mail server settings, This might take several minutes:
+"  Establish network connection
\/ Search For zachary. hillbruner@csun, edu server setkings

" Logon ko server

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

[ IManually configure server settings

[ Finish |[ Cancel

NEED HELP?

Contact the IT Help Center by phone (818-677-1400), online at (http://techsupport.csun.edu) or in person
in (Oviatt Library, Room 33).

e —
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