Configuration of Outlook Anywhere

Outlook Anywhere allows you to connect to your Farmingdale email using the Outlook client from any
connection using an encrypted tunnel to the mail server. You must have Outlook 2007 or newer to
connect using Outlook Anywhere.

To configure Outlook Anywhere first verify you have MS Office Installed with Outlook. You can find MS
Office and its installed components in your start menu. Once you have verified you have Outlook please
follow the directions below.
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Go to your system’s control panel and click on Mail.
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General I

@ The following profiles are set up on this computer:

Add... Remove Properties Copy

When starting Microsoft Outlook, use this profile:
() Prompt for a profile to be used

@ Always use this profile
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Apply




If you do not have any mail profiles you will be greeted by the above screen. If you do you will see the
screen below. Click Show Profiles.

E-mail Accounts

Qj Setup e-mail accounts and directories. E-mail Accounts...

Data Files
54 Change settings for the files Outlook uses to
&ﬁ store e-mail messages and documents.
Profiles

Setup multiple profiles of e-mail accounts and
Q data files. Typically, you only need one. Show Profiles..,

General

@ The following profiles are set up on this computer:
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When starting Microsoft Outlook, use this profile:

) Prompt for a profile to be used
@ Always use this profile
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@ The following profiles are set up on this computer:

Q Create New Profile

Profile Name:
Farmingdalel

(") Prompt for a profile to be used

@ Always use this profile
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Click Add and give the Profile and Name.



k Q Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Joe Doe
Example: Ellen Adams

E-mail Address: doej@farmingdale.edu
Example: ellen@contoso.com
Password: *rreenan

Retype Password: |****x*xx3

Type the password your Internet service provider has given you.

(7) Manual setup or additional server types

< Back [ Next > ][ Cancel ]

Provide the requested information.
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[7] Remember my credentials

\ Use another account

M Add Account

Searching for your mail server settings...

o

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
~>  Searching for doej@farmingdale.edu settings
Logging on to the mail server
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Searching for your email account will require you to login.




Mail Application
Connecting to dogj@farmingdale.edu

——— doej@farmingdale.edu

' % l Password |

=== [] Remember my credentials

| Use another account
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Click “Use Another Account”

" Windows Security =

Mail Application
Connecting to doej@farmingdale.edu

{ % doej@farmingdale.edu
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\ Domain: info_services

[¥] Remember my credentials

M Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.

+  Establishing network connection
=3 Searching for doej@farmingdale.edu settings
Logging on to the mail server

Cancel
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Enter your username in the following format: info_services\username
Example: info_services\doej

Then enter your password and check the “remember my credentials” box.




A Windows Security
Mail Application

Connecting to dogj@farmingdale.du

——— info_services\doej

| % [Password

Remember my credentials

\D Use another account

3 Add Account

Searching for your mail server settings...

Cancel

Configuring

Outlook is completing the setup for your account, This might take several minutes.
+  Establishing network connection

+/  Searching for doej¢ s |

Logging on to the mail server < I

[ cancel
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If successful you will get a green check next to searching for your account. Next you will be prompted
again for your credentials. This is for your mail server login. Enter your password and click the checkbox
again to remember your credentials and click ok.

# Add Account

Congratulations!

Configuring
Outlaok is completing the setup for your account, This might take several minutes.
+  Establishing network connection

+/  Searching for doej@farmingdale.edu settings
+ Logging on to the mail server

Congratulations! Your email account was successfully configured and s ready to use.
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Three green check marks means Outlook Anywhere has been configured. You may now launch Outlook.



