Instructions for setting up Outlook 2007 at home:
System Requirements: Microsoft Outlook 2007

D
1. To get started, let’s double click on Mail " in the Control Panel. Then hit Show Profiles to see what you have Outlook
presently being used for. You will see a list similar to the following — if you use it for another email address it will likely
look different. If you don’t use Outlook as your main email client then your list will likely be empty.

General ]

@ The Following profiles are set up on this computer:

add... | Remoyve |

Copy...

If you have Outlook setup for something and would like to keep it working for that other email address then we’ll

have to make Outlook prompt us for a profile to be used otherwise just leave it at “Always use this profile”. See
below:

When starting Microsoft Office Cutlook, use this profile:
{* Prompt For a prafile to be used

(" Always use this profile

kol J

2. Click Add, to add our Faculty of Arts email to your Outlook. It will ask you what to name the Profile — use whatever you
like as below is just a suggestion:

A Mew Profile Iﬁ

“ H
L Create Mew Profile
Cancel

Prafile Mame:
Faculey of Arts Email

3. Therest is very extremely easy as the program will prompt you to input your first and last name, your email address and
your password. Note: You must specify your ARTS email address here and not your own department’s subdomain (ie.
@english.ryerson.ca | @politics.ryerson.ca | @crim.ryerson.ca, etc). Your arts username will be the same as your
departmental address prefix; for example mmac@politics.ryerson.ca would be mmac@arts.ryerson.ca.
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,‘QE_D Add New E-mail Account ' T8 =

Auto Account Setup
Clicking Mext will contact vour e-mail server and configure your Internet service provider ar
Exchange server account settings.

Your Name: Michael MacDonald

Example: Barbara Sankovic

E-mail Address: mmac@arts. ryerson.ca

Example: barbara@contoso.com

Passwurd' Fokdotokokdkok

Relype Password: |kl

Type the password vour Internet service provider has given vou.

4. Once you've typed in the relevant information you may be prompted for the password again. You can enter the
credentials in two formats — either ARTS\<yourUsername> or yourUsername@arts.ryerson.ca

(A Add New E-mail Account ' . eSS g AaBsCel AaBbhCi | AaBbCel| AaBbhCe
Online search for your server settings... Emphasis Heading 1 TNormal Strang
I
[tmk:ncwml
Configuring
Type the password your Internet service provider he
Corfiguring e-mail server settings. This might take several minutes:
L
=

+  Establish network connection
» Search for mmac@arts.ryerson.ca server settings

Log on to server

_{,3 Connect to mail3.arts.ryerson.ca [ilg

Connecting to mailS, arks. ryerson.ca

< Bark Mext = Cancel User name: € artsimmac -

|| Password: |

[ Remember my password
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5. That’sit! Just hit Finish

.i Add Mew E-mail Account ' '

Congratulations!

Configuring

Configuring e-mail server settings, This might take several minukes:
+"  Establish network connection
\/ Search for mmaci@arts, ryerson.ca server settings
" Logon ko server

e,
oA

Your e-mail account is successfully configured ko use Microsoft Exchange.
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