How to setup MS-Outlook 2007 to work
with the Vanier College Exchange server

First make sure all email clients such as Outlook or Outlook Express (or Thunderbird) are closed.

Next we need to delete any “cached” address book values that are no longer correct.

Right click on “My Computer”, or from the start menu open up “My Computer” and right click on
Drive C, and select “Search”. Then select the option “All files and folders”.

Enter “Outlook.nk2” in the field “All or part of the file name:”
and select Look in: Local Disk (C:) as shown below. . Then select the option “More advanced
options and make sure that “Search system folders and Search hidden files and folders” is

selected.

Search by any or all of the
criteria below.
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Then click on Search. Let it run it may take some time.

Your results may include one or more found files.
(if you have never been using outlook on this machine the search won’t find any files)
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If any files are found, select them all and delete them as shown below.
For each file found, select it (or select all the files at once), right click and select Delete from the

menu.
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When you have completed this close the search results window.
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Next Open “Control Panel” and select Mai

First you will remove old information if it exists.

Click on the “Address Books” tab at the far right.

Account Settings 5'

Directories and Address Books
You can choose a direckory or address book below to change or remave ik,
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You need to delete any entries that are of Type LDAP.
As shown in the image above you should select the entry of type LDAP and click on the “Remove”
button. DO NOT REMOVE any entries of type MAPI as shown (pointed to by green arrows).



Next clock on the E-mail tab at the far right of the window.

Delete any existing Vanier College email profiles. (don’t panic your local email will remain on your

drive)

Then click “New”

Account Settings x|

E-mail Accounts
¥ou can add or remove an account, You can select an account and change its settings,
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You may see the following box, click “Next”

A Add Mew E-mail Account | - )

L=

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP:

Connect to an e-mail account at your Internet service provider (ISP or wour
arganization’s Microsoft Exchange server,

(") Other
Connect to a server bype shown below,

Fa Mail Transpork
Catlook Mobile Service (Text Messaging)

+ Back Mexk = | [ Zancel




Fill in your information in the various fields (as | have done below).

Note the password is the password you use when accessing your email from the web interface
(OWA). When you are finished click “Next >”.

Add New E-mail Account x|

Auto Account Setup
Zlicking Mext will contack vour e-mail server and configure your Inkernet service provider or Microsoft
Exchange server account setkings,

Your Mame: ILarry Zallahan

Example: Barbara Sankowic

E-mail Address: Icallahal@vaniercnllege.qu:.u:a

Example: barbara@contoso.com

Password: I*********

Retype Password: I*********|

Twpe the password wour Internet service provider has aiven wou,

[ Manually configure server settings or additional server bypes

< Back I Mext = I Cancel

You will then be prompted for login information again.

Note that your email account identifier (in my case callahal) must be prefixed with vaniercollege\

Connect to ifexch-htcasl.¥anierColleg
by \o

2 x|

Connecting to autodiscover waniercollege. go.ca

User name: Iﬂ vaniercollegelcallahal v|
Password: |u"uu-|

[ Remember my password




Enter your email password again and click “OK”.

Wait for Outlook to complete the configuration this may take up to a minute or so.

Once it is finished you should see the three green check marks as shown below.

| Add New E-mail Account x|

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+  Establish netwark connection
‘\/ Search for callahal@vaniercollege.qo.ca server settings

-,,/ Log on ko server

A our e-mail account is successFully configured to use Microsoft Exchange.

[ Manually configure server settings

e e
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Then click the “Finish” button.

Another information dialog box may appear. Click “OK” in this box.
Close all of the Control panel windows.

You should now be able to use Outlook as you email client for your Vanier Exchange Server
account.



