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Help Document Series: Connecting to your Exchange m ailbox via
Outlook from off-campus

This document will take you through setting up your Clark Exchange mailbox in Outlook 2003 from
off-campus. This will access your mailbox in much the same way as you do from on-campus. You
will need a computer with Windows XP or Vista, Outlook 2003, and an active internet connection. If
you are using a computer that already has Outlook configured for an Exchange account (i.e. a
laptop), you can use these instructions to alter your existing account to work off-campus.
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Step 2
If you have used Outlook before, you will not see
this window, and should skip to Step 3.

General |

‘@ The following profiles are set up on this computer:

The first time you use Outlook 2003 you will need to
add a profile. In the window that appears, click the

New Profile

Add button, enter a name into the Profile Name
text field (e.g. Clark email), and click the “OK” I B @ Create New Profile
button- NeXt, Skip to Step 4- When starting Microsoft Office Qutiook,
Profile Mame:
() Prompt for a profile to be used
() Always use this profile | |
l—
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Step 3 Mail Setup - Outlook \
Click “Email Accounts” to launch the “E-maiil

Accounts” wizard.

E-mail Accounts

| E-mail Accounts... §

& _? Setup e-mail accounts and directories,

Data Files -

4 Change setﬁngs for the files Outlook uses to Data Files...
&}3 store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts and Show Biafles
data files. Typically, you only need one. =

Close

Step 4 %, E-mail Accounts a

Select the Add a new e-mail
account radio button and click the
Next button.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

Add a new e-mail account
™ View or change existing e-mail accounts

Directory

" Add a new directory or address book
" View or changg existing directories or address books

= Batk Mext = Cloze |
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Step 5

Now select the radio button
next to the Microsoft
Exchange Server option and
click the Next button to
continue.

Step 6

In the Microsoft Exchange
Server: text field, type in
“john.ad.clarku.edu”. Make
sure the Use Cached
Exchange Mode box is
unchecked.

In the “User Name:” text field,
type in your Clark Account
username.

DO NOT click the Check
Name button!

Next, click the More Settings
button (you may encounter a
delay before the next window
appears).

E-mail Accounts

Server Type
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You can choose the type of server your new e-mail account will work with,

B‘I’mﬂ: Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share

documents.
" poP3

Connect to a POP3 e-mail server to download your e-mail.

" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox

folders.
" HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and

synchronize mailbox folders.
" Additional Server Types

Connect to anether workgroup or 3rd-party mail server.

&

E-mail Accounts

Exchange Server Settings

<onc |

You can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your

system administrator,

Microsoft Exchange Server: Blichn.ad.darku.edu

| BUse Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mailbox name

is usually your user name.

User Name: QuUsername

Chedk Name |

Mare Settings ...

< Back I Mext = I

Cancel |
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Step 7

You will be prompted
with an error message
that Outlook could not
log on. Click the OK
button, and then the OK button in the Microsoft
Exchange Server window that opens. The same
window will now change to include more tabs. General |

Microsoft Exchange server:
| john.ad.clarku.edu |

Microsoft Office Outlook

1 Qutlook could not log on. Check to make sure you are connected to the network and are using the proper server and mailbox name. The connection
. to the Microsoft Exchange Server is unavailable. Outlook must be online or connected to complete this action.

Microsoft Exchange Server

Mailbox:

|usemame | [Chedg MName ]

Once the names have been checked and are underlined,
dlick QK.

_—

Step 8 & Microsoft Exchange Server g

Click the Connection tab an(_j then c_heck the box next to | A | By Rmte =
Connect to my Exchange mailbox using HTTP

Connection
Now, click the Exchange Property Settings  button to Hoe e selings whin camcciag S my Elechance
i server when working offline:
open a new window labeled Exchange Property
Settings {* Connect using my Local Area Network (LAN)

" Connect using my phone line
™ Connect using Internet Explorer's or a 3rd party dialer

Modem

lUse the Following Dial-Up Metworking connection

L4

Fropetties, ., | add,,, |

Exchange over the Internet

I+ BConnect to my Exchange mailbox using HTTP

Exchange Proxy Settings...

oK I Cancel | Apply
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Step 9

First, type “exchange.clarku.edu” into the https://
text field, and then make sure to check the box
next to text: Mutually authenticate the session
when connecting with SSL

In the Principle name for proxy server: text field
type in “msstd:exchange.clarku.edu”.

Now, make sure the two remaining boxes (On fast
networks... & On slow networks... ) are checked.

Click the OK button to close this window, and OK
again. Lastly, click the Next and Finish buttons.

(If you followed Step 2) Click the OK button to
close the Mail control panel.

Step 10

Launch Outlook . You will be prompted to Connect to john.ad.clarku.edu
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and you will need to use

your Clark Account credentials to authenticate. Your Clark Account username should be entered as

“CLARKU\username”, and your password is the same one you use on-campus.

Click the OK button to login and you will soon be able to access your email after it downloads from

the server.
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