How to Set up Outlook 2010 in Win 7

Instruction procedures of how to setup of how to setup Microsoft Outlook 2010 with Pasadena exchange email on a
Window 7 machine. Please make sure you have internet access before you follow these procedures.
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‘L—-" Getting Started

!‘ Connect to a Projector

ITS, Helpdesk
% Remote Desktop Connection

Documents

O Microsoft Outlook 2010 »

Pictures

Sticky Notes
Music
% Snipping Tool
Computer
x| Calculator
- Control Panel
lo’fﬁ Paint
e Devices and Printers
; XPS Viewer
,A Default Programs

g Windows Fax and Scan Bk Siminicrt

»  AllPrograms

| |S:‘arch programs and files m

Go to Start Menu and Click on Control Panel
The Control Panel Window will be displayed



@vl@ » Control Panel » All Control Panel ltems »

Adjust your computer’s settings

? Action Center

E Backup and Restore

Bl Color Management

e Default Programs

@ Devices and Printers

Flash Player (32-bit)

=] Getting Started

B2 Intel(R) Graphics and Media
&2 Keyboard

& Mouse

M Performance Information and Tools
3 Power Options

") Recovery

# Sound

1% System

82, User Accounts

‘ Windows Firewall

@ Administrative Tools

2| Biometric Devices

Credential Manager

[ Desktop Gadgets

! Display

Folder Options

& HomeGroup

Internet Options

Location and Other Sensors
5 Network and Sharing Center
! Personalization

Programs and Features

@ Region and Language

@ Speech Recognition

u. Taskbar and Start Menu
Windows CardSpace

ﬁ Windows Mobility Center

(g AutoPlay
* BitLocker Drive Encryption

Date and Time

ﬂ Device Manager

@ Ease of Access Center
J& Fonts

8 Indexing Options
Java

33 Notification Area Icons

Phone and Modem

Q@ QuickTime (32-bit)

™3 RemoteApp and Desktop Connections
@ Sync Center

Troubleshooting

¥ Windows Defender

@ Windows Update

Change “View by” to Small icons, and click on Mail icon
The Mail Setup Dialog Box will be displayed




E-mail Accounts
~ 3 Setup e-mail accounts and directories. E-mal Acconts. s

Data Files

4, Change settings for the files Outlook uses to Data Files... |
store e-mail messages and documents.

Profiles

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

Close

Click on E-mail Accounts... The Account Setting dialog will pop up

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 |

w.?ﬂ... R Repair... B change... @ SetasDefault X Remove #® &

Name Type

In the E-mail tab, click on New... icon. The Add New Account dialog will pop up



( Add New Account @

Auto Account Setup
Connect to other server types.

(") E-mail Account

Ex ‘:H‘\fj‘r’fi Ellen Adams
E-mail Address:
Example: ellen@contoso,com
Password:
Retype Password:
Type the password your Internet service provider has given you,
() Text Messaging (SMS)

'@ Manually configure server settings or additional server types

< Back ][ Next > ] [ Cancel

Select Manually configure server setting or additional server types, and click on Next

-

-~

M Add New Account

Choose Service

(") Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
'@ Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
) Text Messaging (SMS)
Connect to a mobile messaging service.
") Other
Connect to a server type shown below.
Fax Mail Transport

N\

[ < Back ][ Next > ][ Cancel

Select Microsoft Exchange Server or compatible service and click on Next



#® Add New Account @

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: outlook.pcc.local
Use Cached Exchange Mode

Type the user name for your account.

User Name:  helpdesk] Check Name

N\

More Settings ...

< Back ][ Next > ] [ Cancel ]

Type in Outlook.pcc.local in Server field.

Type in Your Lancerpoint Username in Username field. For example, I input helpdesk.

Check box Use Cached Exchanged Mode

Click on More Settings...
Wait for this process to complete. There may be a delay.



‘i:’ Add New Account @
U
Server Settings  Microsoft Exchange X

Enter the information rg | " I = I ity I Connection

Connection

Type the server name for yo

account provider. Use these settings when connecting to Microsoft

Exchange when working offiine:
Server

@ Connect using my Local Area Network (LAN)
(©) Connect using my phone line
Type the user name for your () Connect using Internet Explorer's or a 3rd party dialer

Modem ]

Use the following Dial-Up Metworking connection:

User Name|

N ‘

‘ Properties... ‘ ’ Add... ‘

Outlook Anywhere
[¥] Connect to Microsoft Exchange using HTTP

[ Exchange Proxy Settings... ] e _More Po—

(o J[ cancel |[ appy |

Next> | [ cancel |

Click on Connection tab, and check box on Connect to Microsoft Exchange using HTTP

Click on Exchange Proxy Settings...



Add Account

Server Settings
Enter the Microsoft Exch

Microsoft Exchange 23 1

Server Settings

Usg

Offline Settings

Use Cached Exchang
Mail to keep

Microsoft Exchange Proxy Settings 3w

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

https:// _exthangc.pasadena.edd

Connect using SSL only
[l Only connect to proxy servers that have this principal name in their certificate:

[7] on fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings

Use this authentication when connecting to my proxy server for Exchange:

e |

OK Cancel

Enter exchange.pasadena.edu in https:// box

From the drop-down list select Basic Authentication, and click on Ok

d




-
Q Add New Account
Server Settings 5 IEEEEI! EIEIE E
Enter the information rg -
| General | Advanced | Security | Connection
Connection
Type the server name for yof
a&nt provider. Y Use these settings when connecting to Microsoft
Exchange when working offiine:
Server:|
(@ Connect using my Local Area Network (LAN)
(©) Connect using my phone line
Type the user name for your () Connect using Internet Explorer's or a 3rd party dialer
Modem
User Name:| ]
Use the following Dial-Up Metworking connection:
[ Properties... } [ Add... }
Qutlook Anywhere
Connect to Microsoft Exchange using HTTP
[ Exchange Proxy Settings... ]
More Settings ...
D e ] ]
Next> | | cancel |
Click on Ok
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: ’ouﬂook.pcc.local
Use Cached Exchange Mode

Type the user name for your account.

User Name: ’helpdesk l Ched(Nanel

Click on Next
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Windows Security

Microsoft Outlook
Connecting to HelpDesk@pasadena.edu

I pcc.local\helpdesk l

e |

Remember my credentials

OK Cancel l

Window Security Screen will pop up

Enter pcc.local\your lancerpoint username For Example: I input pcc.local\helpdesk
Enter your Lancerpoint Password

Check on Remember my credentials box and click on Ok

,

e

A Mail Delivery Location

By adding a Microsoft Exchange account you have changed where some of your new e-mail messages and calendar information is saved.

These changes will take effect the next time you start Outiook.

e
o)

If Mail Delivery Location message pops up, click on Ok



Congratulations!
You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish.

l Add another account... ]

< Back Finish ]

Click on Finish

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

G New... 3% Repair... '3 Change... % SetasDefaul X Remove # &

Name Type
& HeloDes Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:
HelpDesk@pasadena.edu\Inbox

Double check if the email address is correct. Then click on Close



Profiles

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

—> Close |

e
M Mail Setup - Outlook e
E-mail Accounts
L:j Setup e-mail accounts and directories. | e |
Data Files
3 TEEmmsm e, |

7

Click on Close

—
\l:«" Getting Started

@ Word 2013

I ITS, Helpdesk
! Connect to a Projector

Documents

% Remote Desktop Connection
Pictures
Sticky Notes
Music
% Snipping Tool
Computer
Calculator

Control Panel

,9’5‘; Paint
- Devices and Printers

4‘ XPS Viewer

Default Programs

Help and Support

Go to Start Menu and click on All Programs



. Accessories
. Adobe Design Premium CS5.5

. Adobe LiveCycle ES2

, AVG 2011

. Corel

. Corel DVD MovieFactory Lenovo Editior
. Escape Technology

ITS, Helpdesk

Documents

. Maintenance
. Microsoft Office
@ Microsoft Access 2010
(¥] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
[I]] Microsoft InfoPath Filler 2010
@ Microsoft OneNote 2010
| O] Microsoft Outlook 2010
[E Microsoft PowerPoint 2010 Devices and Printers
Microsoft Publisher 2010
(5] Microsoft SharePoint Workspace 201 Default Programs
Microsoft Word 2010
| Microsoft Office 2010 Tools 8 Help and Support

Back

Pictures

G e G G G o — —

Music

Computer

Control Panel

1

l Search programs and files

gl s
e - O |ea|w |

Click on Microsoft Office Folder then Click on Microsoft Outlook 2010

‘ )
Microsoft Outlook =
7). Allow this website to configure HelpDesk@pasadena.edu server

4 settings?

https://exchange.pasadena.edu/autodiscover fautodiscover.xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

|| Don't ask me about this website again

P Hion ] [ Concd ]

Check box Don’t Ask me about this website again and Click on Allow




Home | Send/Receive

Folder  View

Inbox - HelpDesk@pasadena.edu - Microsoft Outlook

.0

ﬁ I @xlgnore X QA Q (3 Bnecting & Moreto:? £ To Manager Ll‘] @ [&] j Find a Contact -
%5 Clean Up = (33 Team E-mail « Done G2 Address Book.
z»,‘;:.\ I(ﬁr!nvsv' oo Delete | Reply Rillz‘\y Forward By More - ||y peply&Delete 7% Create New <] | Move Rules OneNote Unread/ Categorize Fﬁiny o S—
New Delete Respond Quick Steps. Move Tags. Find
4 Favorites < >
2 inbox Search Inbox (-5 £/ Iab 220 teacher station ey )

£ Unread Mail
() sent tems

Arrange By: Date Newest on top

Debra A. Krause-Cantarero

Tue 1/14/2014 8:56 AM

4 HelpDesk@pasadena.edu
([ Inbox
() Dratts
(53 senttems
3 Deleted Items

(3 AVG Virus Vault
(g Junk E-mail
(3 outbox
(3 Responded Emails
o () RSS Feeds
0L Search Folders

© Outlook Data File

LOE-

4 Today TS, Helpdesk
{4 Debra A Krause-Cantarero 8156 AM | | o vuetsing Oconnor
i lab e220 teacher station |

(4 Yolanda Zimer 843 AM According to Dr. O'connor the e220 lab teacher station pc #308021 is shutting itself off and then giving the “your computer was not shut down
RE: Incident 117851 - completed properly” error message when restarted. Please check the computer system to see what s going on. Thank you, deb
=4 Teresa D. Powell 8:34 AM
unable to use computer
(=4 Zennie Y. Truong 7:40 AM
RE: extension 7500
4 Yesterday
(4 Ken Cheney Mon 11:08 PM
Re:Incident 118090 - completed
(24 Chenyl L. Comnelious-Ayala Mon 9:50 PM
RE: extension 7500 !
(=4 Margaret k. Ory Mon 6:45 PM
phone request
(=4 gabriel@coloroperation.com Mon 5:44 PM
Adobe Creative Cloud Not Working
=4 Melissa M. Michelson Mon 5:44 PM
Can'tinput contract group
(4 Mary H. Thompson Mon 5:09 PM

Save the date - Grand Opening of Center for the Arts, Thursday, January 23, 2014

(4 Julianna D. Mosier Mon 5:06 PM
Adiing Director, Admissions & Records Position Announcement [

(-4 ambobich@pasadena.edu Mon 5:02PM
Desperately need an wired internet connection in my office

(=4 Cindy Chamussy Mon 4:27 PM
Measure P Webpage )

(3 Gilbert M. Rivera Mon 4:03 PM
Re: Status Update: Incident 117572

[ Stephanie R. Todd Mon 3:58 PM
Automatic Account Generator: dentity Cannot Be Verified

(4 jMleming@pasadena.edu Mon 3:52PM
Portal system error

(=4 Glenna M. Watterson Mon 3:49 P
Fieldtrip Calendar

2 Jefrey R. Wojcik Mon3:25 PM
Jeff W. leaving at 3:30

(24 Mikage Kuroki Mon 3:22PM
Speakers

(4 Tunisia Bailey Mon 239 PM

Your new room at rosemead

e E Debra A. Krause-Cantarero

Ry -

SuMo TuWe Th Fr Sa
®3 1234
5678 0m0u
12 B[ 16 17 18
wHa2BHs
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No upcoming appaintments.

Arrange By: Flag: Due Date|

Type a new task

There are no items to show in this
vi

Updating Inbox (376 MB). -

[%] Connected to Microsoft Exchange

Congratulations, your Microsoft Outlook 2010 is setup with Pasadena exchange email
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