Configuring Outlook 2003 for eMarq

Use the instructions that follow to configure Microsoft Outlook 2003 for use with the eMarq email
system.

Requirements
Microsoft Outlook 2003
Connection to Marquette University network

1. Visit
http://office.microsoft.com/search/redir.aspx?AssetlD=ES790020331033&0rigin=HH1019556210
33&CTT=5 to check for any needed updates to the Office 2003 suite.

2. Launch Outlook 2003 by clicking the Start menu, selecting Programs (or All Programs),
Microsoft Office and then Microsoft Office Outlook 2003. The Outlook Setup Wizard will now
be initiated as shown below. Click the Next button to continue.
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Outlook 2003 Startup

Welcome to the Outlook 2003 Startup wizard, which will
quide you through the process of configuring Outlook
2003,
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3. When the E-mail Accounts window appears as shown below, select the option to Add a new
e-mail account, and then click Next to continue.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

i

Directory

" add a new directory or address book

" View or change existing directories or address books
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4. When the Account Configuration window appears as shown below, select Yes and then click
Next to continue.

Account Configuration 3 5]

E-mail Accounts

‘You can configure Outlook to connect to a Microsoft Exchange Server, Internet
E-mail, or other E-mail server. Would you like to configure an E-mail account?
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5. When the E-mail Accounts window appears as shown below, select the option for Microsoft
Exchange Server and then click Next to continue.
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Server Type
‘You can choose the type of server your new e-mail account will work with,

+ Microsoft 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 ko download e-mail and
synchronize mailbox folders.

(" additional Server Types
Connect to another workgroup or 3rd-party mail server.
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6. When the E-mail Accounts window appears as shown below, the following information should
be entered and verified:

Microsoft Exchange Server: emarqgstal.margnet.mu.edu
Use Cached Exchange Mode: Checked
User name: your email user name

After the necessary information has been entered, click on the Check Name button.
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7. You may be prompted as shown below. Enter your user name and password. The email user
name should be in the format of MARQNET\username and password is your email password.
Remember that the password is case-sensitive. Click OK to continue.
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Password: I seccssseee

™ Remember my password
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8. After the eMarq system has validated your user name and password, the fields in the E-mail

Accounts window will change. The entry
for Microsoft Exchange Server may vary.
Click Next to continue.
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9. You may again be prompted for your user name and password. Enter them as you did before
in Step 7 and then click OK to continue.
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10. Outlook 2003 has now been configured for eMarq. Click Finish to begin using Outlook.
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Congratulations!

You have successfully entered all the information required to
sekup your account.

To close the wizard, click Finish.
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