Setting up Office 2010 on your home PC

Open the Control Panel. Click on “Mail”, and then click on “E-Mail Accounts”

E-mail Accounts

t.“:ﬁ Setup e-mail accounts and directories.

Data Files

4, Change sefctings for the files Qutlook uses to Data Files... |
&@ store e-mail messages and documents.,

Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files. Typically, you only need one. =

Close |

On the email tab, select “New”
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E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

{E-mail }| Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

|Cf Mew... |8 Repair.. (3 Change.. @@ SetasDefaul X Remove & &

MName Type
@ Microsoft Exchange Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

Mailbox - Knaebel, Tamie A (Jeff )\Inbox
in data file C:\Users\tamie\AppDataiLocal Microsoft\Outiook\outiook. ost

Select “E-mail account”, then Click Next
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Choose Service

@ E-mail Account
Connect to an e-mail account provided by your Internet service provider (ISP) or
your arganization.
(") Text Messaging (SMS)
Connect to & mobile messaging service.
) other
Connect to & server type shown below.




Select “Manually configure server settings or additional server types”. Click Next.
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I Auto Account Setup

Connect to other server types.

() E-mail Account

Your Mame: | |

Example: Ellen Adams

E-mail Address: | |

Example: ellen@contoso,com

Password: | |

Febype Password: | |

Twpe the password your Inkernet service provider has given you,

() Text Messaging (SM5)

@ ranually confiqure server settings or additional server types

<gack || next> | [ cancel

Enter webmail.kctcs.edu in the server name box and your email address in the username box...DO
NOT CLICK on “Check Name”. Click on “More Settings button.
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I Server Settings

Enter the information required to connect to Microsoft Exchange or a compatible service,

Type the server name for your account. If you don't know the server name, ask your
account provider,

Server: |webmail.kctcs.edu
Use Cached Exchange Mode

Type the user name for your account.

User Name: john. doef@kctcs.edu [ checkName

More Settings ...

| <Back || mext> | | cancel |




On the General tab, give your exchange account a name, such as john.doe@kctcs.edu.

Follow the screenshots below to complete the setup of Outlook.
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Mm_
[ General | Advenced |seaurity | connection

Mailboxes

General |Advanced I Security I Cmr'lectionl

Exchange Account
Type the name by which you would like to refer to
this account. For example: "Work™ or "Microsoft
Exchange”.
|Ii]mﬂEn:|Hl_p:

When starting
@ Automatically detect connection state
() Manually control connection state

Open these additional mailboxes:

| Remowve |

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

["] choose the connection type when starting
Default connection state
(@ Connect with the network

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

Work offine and use dial-up networking

30 Seconds Until Server Connection Timeout

[ Outlook Data File Settings... |

Apply

Searty [Comecton

Encryption

[¥]Encrypt data between Microsoft Qutlook and ;
Microsoft Exchange

User identification

Always prompt for logon gredentials

Logon network security:
[Kerberos Pazsword Authentication

] | apoly



mailto:john.doe@kctcs.edu

On the “Connections” tab, at the bottom select “Exchange Proxy Settings”
| General I Advanced I Security | Connection

Connection

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

() Connect using my Local Area Metwork (LAM)

@ Connect using my phone line:

) Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the following Dial-Up Metworking connection:

-

Outlook Anywhere

Connect to Microsoft Exchange using HITP

[ Exchange Proxy Settings... ]

ok || cancel || apply |

Enter the following Exchange Proxy settings, and then click OK.

_
Microsoft Exchange Settings e S

Microsoft Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use, If you don't know which options to
select, contact your Exchange Administrator.

Connection settings

LIse this URL to connect to my proxy server for Exchange:

https: /f ebmail. kctes. edu

onnect using 551 only
Connect using 55L aonl
Only connect to proxy servers that have this principal name in their certificate:

msstd:webmail kctos.edu

On fast networks, connect using HTTP first, then connect using TCPTP
On slow netwarks, connect using HTTP first, then connect wsing TCP/IP

Proxy authentication settings
Ise this guthentication when connecting to my proxy server for Exchange:
NTLM Authentication -

ok || cancel




