1. Click “Start” then click “Control Panel”.
If it is not already set, Click “Classic View” on the left margin.
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3. Inthe alphabetical list find and double click “Mail”. ™l

4. Click the “Show Profiles” button.

(A Mail Setup - outlook

E-mail Accounts
Qj Setup e-mail accounts and directories.

Data Files

44 Change settings for the files Outlook uses to Data Files...
&ﬁ store e-mail messages and documents. —
Profiles

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

5. Here you will see a profile for your accounts already setup in Outlook (This may be empty if Outlook is not

setup for other accounts). Click “Add”.
A Mail . =)

General I

@ The following profiles are set up on this computer:

Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile: L
1~ Pprompt for a profile to be used
@ Always use this profile

|Persona| accounts

OK




6. Inthis field,type “Shippensburg Account” and click “OK”.
@ New Profile ' ‘

@ Create New Profile E

Profile Name:
|Shippensburg Account| [

7. Fillin all the fields with your correct Shippensburg information and click “Next”.

Add New E-mail Account I @

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

Your Name: Your name here
Example: Barbara Sankovic

E-mail Address: usgrpame@jlig.@u L J
Example: barbara@contoso.com

Pewont — \

Retype Password: |*****==3| ‘
Type the password your Internet service provider has given you.

[] Manually configure server settings or additional server types
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8. Enter your e-mail address and password for Shippensburg and click “OK” .
Connect to shipmailmbOLship.c] (-9 (i3]

Connecting to shipmailmb01.ship.ld

User name: €7 username@ship.edu v e
| Password: ssssssee
‘ ["]Remember my password

(o J[ concel |
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9. Once the connection is made click “Finish”.
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Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
«  Search for jdgroft@ship.edu server settings
 Logontoserver

f sg l Your e-mail account is successfully configured to use Microsoft Exchange.

E Manually configure server settings

< Back E Finish ; Cancel |




10. Back on the Mail Profile window:
If this is the only e-mail account you will have setup in Outlook, set the bullet to “Always use this

profile” and select your Shippensburg account in the dropdown box. Click “OK”.

General |

a.

@ The following profiles are set up on this computer:

Add... [ Remove ] P[operﬁes' Copy... |

When starting Microsoft Office Outlook, use this profile:

"~ prompt for a profile to be used
@ Always use this profile
[shippensburg Account ~|
H oK | Cancel | mwy | 0
If you have other personal accounts also setup in Outlook, set the bullet to “Prompt for a profile to

b.
be used”. Click “OK”.

¥ The following profiles are set up on this computer:

Mail LX)
General I
@

Personal accounts -

Add... Remove Properties Copy...

" Always use this profile

|shippensburg Account |

‘I oK Cancel | ooy |

11. Open Outlook 2007, this should prompt you to log in to shipmailmb01\username. Select
shipmailmb01\username and enter your username@ship.edu in its place and then enter your password.

Click “OK”.

Connect to shipmailmb01.ship.icl
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Connecting to shipmailmb01.ship.ld

User name: € username@ship.edu v | s

Password: esesssee

[71Remember my password

[ ok ][ concel

*** Your mail should now start to download and be viewable. This will work just like it does on campus with

the exception that you will not have access to any archived mail stored on your campus PC.



