Directions for setting up Outlook 2010 with HHP

(These instructions are for Windows Vista 32/64 bit and Windows 7 32/64 bit)

From your desktop click on the “Start orb” in the lower left, then Control Panel. Once the Control Panel is open click on the Mail or
Mail (32bit) icon. If you do not see this icon click Classic View on the left for Vista or Categories on the right for Windows 7 and select
Small Icons.
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Once open you should see a window with an Add button, click it and type in “UFAD” for the new profile name. Then click OK.

@ Create New Profile
l |

" Prompt for a profile to be used
+ Always use this profile

I B

oK Cancel | Aol

An Add New Account setup should appear. Select Manually configure server settings or additional server types and click Next.

T —
Auto Account Setup e
Connect to other server types. I

) E-mail Account

Your Name:
Example: Ellen Adams
E-mail Address:
Exam len@cont i
Type the password your Internet service provider has given you
| ) Text Messaging (SMS)

@mﬁgummsﬂﬁmwmﬂuwm

College of Health and Human Performance University of Florida



Select Microsoft Exchange or compatible service in the following window, and then click Next.

e

Choose Service

() Internet E-mail

Connect to e O B SRRRTE SRR
@ Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mai messages.

() Text Messaging (P17
Connect to a mobile messaging service.
) Other
Connect to a server type shown below.
[Fax Mail Transport

Fill in the Server: field with “hhp-srv-002.ad.ufl.edu”. Cached Exchange mode should be checked. The User Name should be

populated with your Gatorlink username given by UF that you use to logon to your HHP desktop. After you enter this information
click More Settings... in the lower right.

R — L

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service,

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server: hhp-srv-002.ad.ufl.edu
[¥] Use Cached Exchange Mode

Type the user name for your account.

P
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Once this opens up click the Connection tab.

¥ Add New Account

Server

9 Microsoft Exchange

Enter the

Type the serve
account provid

Type the user gl

General [Adhanced | seart{| Comecion] )

Exchange Account S
Type the name by which you would like to refer to
this account. For example: "Work” or "Microsoft
Exchange”.

When starting
@ Automatically detect connection state
() Manually control connection state
["]choose the connection type when starting
Defauit connection state
(@ Connect with the network
Work offiine and use dial-up networking

30 Seconds Until Server Connection Timeout

More Settings ...

On this tab check Connect to Microsoft Exchange using HTTP. Then click Exchange Proxy Settings...

T3 Add New Accour

s Setti-g Microsoft Exchange

Enter the

Type the serve
account provid

[ General | Advanced | Security | Connection |

Connection
Use these settings when connecting to Microsoft
Exchange when working offiine:

@ Connect using my Local Area Network (LAN)

) Connect using my phone line

() Connect using Internet Explorer's or a 3rd party dialer
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Now type in “legacy.mail.ufl.edu” for the URL to the proxy server, check the box for fast networks, and choose “Basic
Authentication” for Proxy authentication settings. Then click OK on this and the window below it. You should return to the Add New
Account window.

Add New Accoul

. B Microsoft Exchange
Server Settings

Enter the information ref (M Microsoft Exchange Proxy Settings

e

| Microsoft Outiook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
Type the server name for Yol | jdentity verification method that you want to use. If you don't know which options to
account provider. select, contact your Exchange Administrator,

Server:

Ci
Use this URL to connect to my proxy server
https:// legacy.mail.ufl.edu

Type the user name for y:

|¥] Connect using y

User Name: 7
["] only connect to proxy servers that have this prindpal name in their certificate:

@ fast networks, connect using HTTP first, then connect using TCP/IP
|¥] On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings

proxy server for Exchange:

Negotiate Authentication

Click Next and a Windows Security window should appear. Type in “ufad\username”, so first the domain prefix ufad then a backslash
and then your Gatorlink username. Next type in your password and you can check Remember my credentials if you like. The security
settings will only remember your username field, not your password. Every time you connect to Outlook you will need to enter your
password.

A Add New Account (Not o

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service,

"
1 Windows Security % |
Type the server name . st
account provider. Mail Application
Connecting to shanef

Type the user name fo (G | ufad\shanef I
User |W I ssssssssenee I

[V] Remember my credentials

[ ok ][ cancet |

[ <Badk | Next> | [ concel |

You should be able to connect with Outlook now. If you are unsuccessful or have any questions please call Computing Services at
352-392-0578 x.2222.
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