How To:

Configure Microsoft Outlook 2003

First open the Microsoft Outlook 2003 program. You will see a screen similar to the one
below pop up.

Follow the screen shots and arrows in this document to configure Outlook 2003 to access
your MSU Health Information Technology email account (User@hc.msu.edu or
User@ht.msu.edu).

If at anytime you run into a problem with this setup see the last page of this document for
ways to submit a Service Request with MSU Health Information Technology for
assistance.

Outlook 2003 Startup

Outlook 2003 Startup

Welcome to the Cutlook 2003 Starkup wizard, which will
guide wou through the process of configuring Outloak,
2003,
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Account Configuration

E-mail Accounts

¥ou can configure Dutlook to connect to a Microsoft Exchange Server, Internet
E-mnail, or ather E-mail server, Wauld you like ta configure an E-mail accounk?
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E-mail Accounts

Server Type
¥ou can choose the bype af server wour new e-mail account will wark with,

—E}ﬂicrusuft Exchange Server

Conneck bo an Exchange server to read e-mail, access public Folders, and share
documents,

) POP3
Conneck o a POP3S e-mail server ko download wour e-mail,
) IMAP

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

{JHTTP

Conneck baan HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

() Additional Server Types
Connect bo another workgroup or 3rd-party mail server,
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E-mail Accounts

Exchange Server Settings
You can enker the required infFormation to conneck

Team-exchange2

UNCHECK this box

er computer, For information, see your

sysbem adminis

Microsoft Exchang er: |beam-exchangez

Iz Cached Exchanages Mode

Type the name of the mailbox set up for vou by wour administrator, The mailbox name
is usually wour user name,

User Mame: chandemil Check Mame

Your Username here
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Congratulations!

You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.

< Back  f Finish

If you have any issues or problems with this setup please submit a Service
Request with MSU Health Information Technology and you will be
contacted by the next available Technician.

MSU Health Information Technology Online Service Request System:
http://hit. msu.edu/addrequest.asp

MSU Health Information Technology Main Support Phone Line:
517-355-6531



