Setting up your Suffolk E-mail with Outlook 2007

Microsoft Outlook 2007 is the mail component of Microsoft's Office 2007. This document will
help you set up Outlook 2007 for use with an e-mail account on email.usc.edu.

Creating a New Account
If you are running Outlook 2007 for the first time, Outlook will launch the Startup wizard.

» Select NEXT from the first screen.

Outlook 2007 Startup

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outiook 2007.
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* The ACCOUNT CONFIGURATION screen will ask you if you want Outlook to connect to
your E-mail Account. Select Yes and hit NEXT.

[ Next > ] [ Cancel ]




Account Configuration

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

(@ Yes
ONo

[ < Back l[ Next > ] [ Cancel

* The Add New E-mail Account screen will appear. In the Your Name field, enter your name,

as you want it to appear in outgoing messages.

« In the E-mail Address field, enter your Suffolk University e-mail address.

* In the Password field type the password you currently use for you’re Suffolk University Email.

Make sure you type it out fully again in the Retype Password field.

Add New E-mail Account

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: |J0e Helpdesk ]
Example: Barbara Sankovic

E-mail Address: fhelpdesk@suffolk.edu ]

Example: barbara@contoso.com

Password:

|
\
Retype P d: | }
Type the password your Internet service provider has given you.

[ —— ]

[[IManually configure server settings or additional server types

[ < Back ][ Next > ][ Cancel ]

« Hit Next and Outlook will start automatically configuring your server settings.



Add New E-mail Account

Online search for your server settings...
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Configuring

Configuring e-mail server settings. This might take several minutes:
Establish network connection
» Search for helpdesk@suffolk.edu server settings
Log on to server

* You might get the following message about an Encrypted Connection. Hit Next to continue
using an Unencrypted Connection.

Add New 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 helpdesk@suffolk.edu server settings
Log on to server

i An encrypted connection to your mail server is not available.
Click Next to attempt using an unencrypted connection.

[ < Back ][ Next > ] [ Cancel ]

* After a few moments you should receive a message stating that “Your IMAP e-mail account is
successfully configured.” Select Finish to continue.



Add New 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 helpdesk@suffolk.edu server settings (unencrypted)
\/ Log on to server and send a test e-mail message (unencrypted)

Your IMAP e-mail account is successfully configured.

[[1Manually configure server settings

[ Finish ][ Cancel ]

* The Privacy Options window will appear. Select the first checkbox, Search Microsoft Office

Online for Help content wh elLpavelhé other Woaptiore ct e d
unchecked. Hit OK

Welcome to the 2007 Microsoft Office system

Privacy Options m?.l

Get online Help

§ear(h Microsoft Office Online for Help content when I'm connected to the Internet:

When you search for Help content, Office can download that content from Microsoft Office
Online.

Keep your system running

|:| Download a file periodically that helps determine system problems

Office can download a file that helps track and solve crashes, hangs and system failures.
Downloading this file enables tools to solve major issues with Office installation.

Make Office better

I:l Sign up for the Customer Experience Improvement Program

Office can collect anonymous statistics about stability problems, system configuration, and

features you use most frequently. This information is sent to Microsoft to help us improve
Office.

Read our privacy statement

* When the Instant Search query appears, select No.
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* The next query refers to RSS Feeds. If you would like to display RSS Feeds in Outlook, and
keep a synchronized list of feeds between your applications select Yes. If you do not use RSS
Feeds, or would like to keep your Feed Lists separate, select No. If you are not sure if you use
RSS Feeds you probably do not and can select No. You can alter this setting later if things
change.
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« Congratulations, you now have configured Outlook 2007, with your Suffolk university E-mail.
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