Configure Outlook 2010 to access McGill
email

These instructions use the recommended MS Exchange protocol, which gives you access to the
Global Address List and calendaring. However, if you wish, you may set up your email client
using IMAP or POP protocol. For an overview of all email protocols, and the pros and cons of
each, see Email 101 - fundamentals.

Tip: Instead of configuring the Outlook 2010 client, consider accessing your email via the web
using Outlook Web App (OWA) no configuration required!

Steps
Ensure that Outlook is not running.

1. Open the Control Panel from the Start menu.
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2. Select the Mail icon
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3. Click on Add, enter a profile name and click OK.

When starting Merasoft Outiosk, use this profle:
™ Prompt for a profile to be usad
{* Always use this profie

| =

4. Check the button at the bottom of the screen to Manually configure your server

settings, and click Next.

Add New Account

Auto Account Setup
Connect to other server types,

) E-mail Account

() Text Messaging (SM5)

(%] Manually configure server settings or additional server types

| mtyl Cancel |




5. When prompted to select an Email Service, select Microsoft Exchange, and click Next

Add New Account

Choose Service

) Internet E-mail

Connect to POP or IMAP server to send and receive e-mail messages,
%1 Microsoft Exchange or compatible service

Connect and access e-mal messages, calendar, contacts, faxes and voice mal messages.
() Text Messaging [SMS)

Connect to & mobile messaging service,

< Back ”_r\ﬁts J. Cancel ]

6. On the next screen:
1. Server: enter exchange.mcgill.ca
2. Username:
Students, Alumni: enter the following string, replacing”shortusername" with
YOUR McGill Short Username (eg. msamps)

/lo=McGill University/ou=First Administrative
Group/cn=Recipients/cn=shortusername

All others: enter your McGill Username, e.qg. first.last@mcgill.ca or
first.last@mail.mcgill.ca (Affiliates)
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3. Click More Settings...

Add New Account

Server Settings
Enter the information required o connect to Microsoft Exdhange or a compatble serice.

Type the server name for your account., If you don’t know the server name, ask your
account provides.

SEfVer: .exd'um'nge.ﬁ:.gl .ca
Uise Cached Exchange Mode

Type the user name for your account.

User Mame: :Flr:t Administrative Group fen=Redpientsfm =rns-:mw|_

l < Back ]l Mext = ]| Cancel ]

7. On the next screen that appears, select the Connection tab. Put a checkmark in Connect
to my Exchange mailbox using HTTP and click on Exchange Proxy Settings...

Microsoft Exchange &l

General | Advanced | Security | Connection
Connection

Use these settings when connecting to Microsoft
Exchange when warking offine:

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

Modem

Outiook Anywhere
[V] Connect to Microsoft Exchangs using HTTP
l Exchange Proxy Seu'ngs...*

o J[ concel J[ oy |




8. On the next screen, for https:// enter exchange.mcgill.ca. Put a checkmark in all boxes
EXCEPT the Only connect to proxy servers.... and click OK.

Microsoft Exchange Proxy Settings

Microsoft Outlook can communicate with Merosoft Exdhange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
ety verification method that you want to use, If you don't know which options to
select, contact your Exchange Administrator.

Connection settings

Use this LIRL to conmect to my proocy server for Exchange:
htips: {f | exdhange.mogil.ca

[#] Conmect using 55 anly
[Jority connect to prosy servers that have this princpal name in ther certificate:

[#] On Fast networks, connect using HTTP first, then connect using TOP/IP
[+] Om slow netwarks, connect using HTTP first, then connect using TCP/TP

Proxy authenbcation settings

Use this authentication when conmecting to my proocy server for Exchange:
WTLM Authentication w

| Dk.'hj[ Cancel |

9. When brought back to the Add New Account screen click Check Name

Add New Account rz|
Server Settings

Enter the information required o connect to Microsoft Exdhange or a compatble servica.

Type the server name for your account., If you don’t know the server name, ask your
account provides.

SEfVer: .exd'ua*'nge.ﬁ;gl .3
Uise Cached Exchange Mode

Type the user name for your account.

Uiser Mame: |First Administratie Group en=Redpients o =msamps|
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10. On the next screen enter your McGill Username (e.g. michael.sampson@mail.mcgill.ca)
and your McGill Password, then click OK
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Connect to EXCAS2010-2.campus.MCGIL... E'EI

Connecting to Jo=McGlll University fou=Frst Admnistrative

Growp/an=Recipients /cn=msamps
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Password: sesssnes

[JRemember my password
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11. The next screen will appear with your name entered in the User Name field. Click Next.

Add New Account

Server Settings
Enter the information required to connect to Mirosoft Exdhange or a compatble serice.

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

account provides.
SErver: |exchﬂg.ml.g
Uise Cached Exchange Made

Tyme the user name for your account.

More Settings ...
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12. Congratulations! You have now configured Outlook 2010. Click Finish

Add New Account

I Congratulations!

You have successfuly entered all the information reguired to sstup your accaunt.

To dose the wizard, dick Finish.




