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Important information:

- Itis recommended that you have your office and windows updates up to date to ensure
proper functionality



If you’ve previously set up email accounts in Microsoft Outlook 2010
or 2013

In the main Outlook window click the File tab. Then click the Add
Account button, then continue starting at Step 1 below on page 4.
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Setting up Email on PC:

If you’re opening Microsoft Outlook 2010/2013 for the first time:

Open Microsoft Outlook 2010/2013. You’ll see the Microsoft
Outlook 2010/2013 Start-up window. Click the Next button.

Microsoft Outlook 2010 Startup

Microsoft Outlook 2010 Startup

process of configuring Microsoft Qutlook 2010,
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Welcome to the Microsaft Quklook 2010 Startup Mizard, which will guide wou through the
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You’ll see the Account Configuration window. This window asks if
you’d like to configure an E-mail account. Click the Yes button, then
click the Next button, then continue starting at Step 1 below.

Account Configuration

E-mail Accounts




1. You’ll see the Auto Account Setup window. Click the button for
manually configure server settings or additional server types, then
click the Next button.

Add New Account

Auto Account Setup
Conneck ko ather server bvpes,

£~ E-mail Account

Yaur Mame: I

Example: Ellen Adams

E-mmail Gddress: I

Example: elen@contoso, com

Fassword: I

Retype Passward; I

Type bhe passward wour Internet service provider has aiven you,
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2. You’ll see the Choose Service window. Click the button for
Microsoft Exchange, then click the Next button.

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)
Conneck to a mobile messaging service.
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3. In the Server field put “exchnage.vm.xi.com.au”
Username field: Enter you Username your Username will be provided
to you and then click the More Settings button

Server Settings
Enter the information required to connect o Microsoft Exchange or a compatible service.

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

[+ use Cached Exchange Made

Type the user mame for your acoount,

User Name:




4. Click the tab called “Connection” on the top menu and tick the box
Connect to Microsoft Exchange using HTTP and click Exchange
Proxy Settings...

| General | Advanced | Security | Connection

Connection

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

(®) Connect using my Local Area Network (LAN)
() Connect using my phone line
() Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the following Dial-Up Networking connection:

Properties...

Qutlook Anywhere
Connect to Microsoft Exchange using HTTP

| Exchange Proxy Settings... |




5. Under Connection settings enter exchange.vm.xi.com.au then
under Proxy Authentication settings select “Basic Authentication”
Then click ok then click ok again.

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:// Iexdmnge.vm.xi.com.aul

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

|

[]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:
I 1

Basic Authentication v




6. Click Check Name

Server Settings —>"'—
Enter the information required to connect to Microsoft Exchange or & compatible service. x
N,
W
Type the server name for your account. If you don’t know the server name, ask your
account provider,
[#] Use Cached Exchange Mode
Type the user name for your account.
User Name: Check Name

<o || et

Enter your username that was provided and the password and tick
Remember my Credentials then click on ok then Next,

Mail Application
Connecting to bparamboukis

’ '.JSEF name

I I ’ Password

|_| Remember my credentials




7. Click Finish and open your Outlook client

Add New Account

Congratulations!
You have successfully entered all the inFormation required ko sebup wour account,

To close the wizard, click Finish.,

Add another accounk,

= Bach I Finish I

DONE!
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