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Setup Outlook Live on Outlook 2007

To Add Outlook Live to Outlook 2007

Outlook Live can only be setup on Outlook
2007. If you have any other version than
2007, you will not be able to configure it to

work with Outlook Live

Make sure you exit out of Outlook 2007
before proceeding.

Open the start menu and select Control
Panel.

Once the Control Panel opens, double click
on Mail.

Click on E-Mail Accounts...

Mail Setup - Outlook
E-mail Accounts

=

Data Files

Profiles

3 Setup e-mail accounts and directaries.
4, Change settings For the files Outlook uses ko Data Files. ..
y’g store e-mail messages and documents, =

Setup multiple profiles of e-mail accounts and Shaw Prafiles. .
data files. Typically, vou only need one. =

Close

Click on New... within the E-Mail tab.

E-mail Accounts

Hame

In the Add New E-Mail Account window,
enter your name, e-mail address, and
password into the appropriate fields. For
the e-mail address field, enter your e-mail
address with “@mail.bw.edu” at the end.
For the password field, enter your Outlook
Live password (most likely your BW
password). Click Next.

Add New E-mail Account
Auto Account Setup

Exchange server account settings.

Your Name: John Doe

Example: Barbara Sankovic

E-mail Address:  [idos@mall.bw.edu
Example: barbara@centaso.com
Password: bk

Retype Password: |*+orere

Account Settings g]

Vou 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

Clicking Next will contack your e-mail server and configure your Internet service provider or Microsaft

Type the password your Internet service provider has given you.

[[IManually configure server settings or additional server types

Type
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For more information, please contact the B-W helpdesk at 440.826.7000 or helpdesk@bw.edu
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Once prompted for your password, enter
your Outlook Live password. Make sure
your e-mail address ends with
“@mail.bw.edu”. Click OK.

10.

Outlook will automatically setup your
account for you. Once it is finished, click
on Finish.

Close the Account Setup and the Mail
Setup windows.

Open Outlook 2007 to make sure that your
account has been setup correctly. It may
take a few minutes for Outlook to sync to
Outlook Live.

Connect to BL2ZPRD0102.mailbox.outlook... |E| [g|
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Add New E-mail Account

Congratulations!

Configuring

Configuring e-mail server ssttings. This might kake several minutes:
~*  Establish network connection
~  Search For jdoe@mail.bw.edu 1server settings
" Logonta server

Connecting ko BLZPRDO10Z . mallbox . outlook. comn
User name: |ﬂ jdoe@mail.bw. edu V|
Password: | ssessens |

/3| our e-mall sccount s successfully corfiaured to use Microsoft Exchange.

[Imanually configure serwer settings

For more information, please contact the B-W helpdesk at 440.826.7000 or helpdesk@bw.edu

7/7/2009




