How to Configure Outlook 2007 for La Salle
Email (Exchange Labs)

This document provides instructions for configuring your La Salle Email using Microsoft
Outlook 2007 with Exchange Labs.

NOTE: You MUST sign into Exchange Labs at http://www.exchangelabs.com FIRST,
before you follow these steps.

1. Go to Start, and then Choose Control Panel.
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2. Locate and click on the Mail Icon. Click E-mail Accounts.

Note: If you cannot find the Mail Icon, please select the Switch to Classic View link
on the left.
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3. Inthe E-mail Tab, click New.

Account Settings

E-mail Accounts
‘ou can add o remove an account, You can select an account and change its sektings,




4. Enter your Name and Email Address followed by your Password. Click Next.

Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure wour Internet service provider or Microsoft
Exchange server account settings.
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5. The following step may take several minutes. Please be patient.
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Online search for your server settings...




6. After a few minutes, the following message will appear. Click Allow.

Microzoft Office Outlook

7. Enter your Username followed by your Password.
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8. Click Finish.
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Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
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9. Click OK.
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- By adding a Microsoft Exchange account wou have changed where some of wour new e-mail messages and calendar information is
1 saved,

These changes will take effect the next time yvou skart Qutlook,
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10. Close any remaining open windows such as Account Settings and Control Panel. Open up
Microsoft Office Outlook.

NOTE: Please be patient as the first time you open your email, it may take several minutes
while your account is configured.

You have now completed the configuration of Outlook 2007 with your La Salle Email.



