How to Configure Outlook 2007 with Auto Discovery

This document provides instructions for configuring Microsft Outlook 2007 on your office
computer using Auto Discovery. If you do not have Outlook 2007 installed on your computer,
please call the helpdesk at 215.9511860.

Step 1 — Click on the Microsoft Office Outlook Icon (You can also find the icon in All Programs = Microsoft Office)
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Step 2 — On the initial setup Outlook will run an opening tutorial. Click Next to begin.

Outlook 2007 Startup

Qutlook 2007 Startup

Welcame ko the Cutlook 2007 Skartup Wizard, which will quide vou thraugh the
process of configuring Cutlook 2007,
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Step 3 — Yes should be check and Click Next.

Account Configuration

E-mail Accounts

¥ou can configure Qutlook o connect ko Inkernet E-mail, Microsaft Exchange, or

other E-mail server, Would wou like to configure an E-mail account?
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Add New E-mail Account

Step 4 — Enter your Name, Email Address and your Password. Click Next.

Auto Account Setup

Clicking Mexk will contact your e-mail server and configure your Internet service provider or Microsaft

Exchange server account settings,

Your Name: || |

Example: Barbara Sankowic

E-mail Address: | |

Example: batbara@contoso, com

Password: | |

Retype Password: | |

Tvpe the password vour Inkernek service provider hg

Your Name: Your name as you would like it
to be displayed (ex. Barbar Sankovic)

E-Mail Address: Enter your La Salle Email
address (ex. babara@lasalle.edu)

Password: Enter the password you use when
you access Outlook Web Access through the
mylasalle portal.

[Iranually configure server settings or additional server types




Step 5 — The following step may take several minutes. Please be patient.
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Online search for your server settings...
O < TN R

Configuring

Configuring e-mail server settings. This might fake several minutes:

"  Establish network connection
g Search for garrotli@lasalle.edu server settings

Log on to server

Step 6 — Enter your Username followed by your Password.

Connect to mail-srv. email. local

Your username is in the format of:

email\username

Where username is your current University

Connecting to autodiscover . lasalle.edu
username.

ser narme: | L ¥ 4

(Ex: email\smithj1)

Password; |

: 4 Your password is the same password you
[]gemember my passwor use for Outlook Web Access through the

mylasalle portal.
JdED =N




Step 7 — Click Finish.
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Add Mew E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might fake several minutes:
"  Establish network connection
\/ Search For garrabl @lasalle edu server settings

\/ Log on to server

E;g ‘four e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server settings
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Note: Please be patient as the first time you open your Email, it may take several minutes while your
account is configured.

If you encounter any problems during the setup please contact the Help Desk at 215 951-1860.

You have now completed the configuration of Outlook 2007



