How to Setup Microsoft Outlook 2003 to connect to an Exchange server

This guide assumes that you are either on your campus workstation or are
connect to the campus network via VPN from home.

1. Run Outlook by going to Start > Programs - Microsoft Office - Microsoft Office
Outlook 2003
If you do not see the screen below, then go to Start > Settings - Control Panel >
double click on Mail - click on E-mail Accounts

2. Select Add a new e-mail account

E-mail Accounts x|

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

E-miail

' add a new e-mail account!

€ “iew or change existing e-mail accounts

Directory

" add a new direckory or address boak

= Wiew or change existing directories or address books
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3. Select Microsoft Exchange Server for the e-mail account type.

E-mail Accounts x|

Server Type
¥ou can choose the byvpe of server vour neve e-mail account will work with,

¥ Microsoft Exchange Server:

Connect to an Exchange server to read e-mail, access public folders, and share
daocuments,

" poP3
Connect to a POP3 e-mail server ko download vour e-mail,
" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbos:
folders,

" HITP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect to another workgroup or 3rd-party mail server,
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4. Enter the appropriate exchange server name:
e2k1.ad.fullerton.edu (for faculty)
e2k2.ad.fullerton.edu (for staff)
e2k3.ad.fullerton.edu (for management and administrative accounts)
e2k4.fullerton.edu (part-time faculty)
Uncheck the box Use Cached Exchange Mode
Enter your campus email username.
Click the Check Name button name.
If you are prompted for a password. Enter your campus email password.
Click Next

E-mail Accounts x|

Exchange Server Settings
‘ou can entet the required information ko connect ko your Exchange server,
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Type the name of your Microsoft Exchange Server computer. For information, see your
syskem administratar,

Microsoft Exchange Server: |82k1 .ad.fullerton.edu
[~ Use Cached Exchange Mode

Type the name of the mailbox set up For you by your administrator. The mailbox name
iz usually vour user name,

User Mame: Igarteaga Check Marme |

More Settings ... |
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10. Click on Finish.

E-mail Accounts

Congratulations!

ou have successfully entered all the information required ko
setup your account,

To close the wizard, click Finish,
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