=% Birkbeck

UNIVERSITY OF LONDON

EXCHANGE 2010 OuTLOOK 2013 SETUP

Configuration required for remote Outlook 2013 users that need to connect to Exchange 2010 at
Birkbeck.

Please note: If you have any problems connecting to Exchange 2010 via Outlook as a

remote user, please be aware that you do already have access to your mailbox via the

Outlook Web App. To access this from outside the College network please point your
browser to ‘owa.bbk.ac.uk’.

Open Outlook 2013

If you have not opened Outlook before it will automatically open the ‘Welcome’ dialog.

Welcome to QOutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tocls for emnail, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Click ‘Next’
Add an Email Account:

Leave ‘Yes’ selected and click ‘Next’
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Exchange 2010 — Outlook 2013 setup

Add an Email Account

Use Qutlook to connedt to email accounts, suth &3 your organization’s Microsoft Exchange Sener of an Exchange
Online account as part of Microsoft Office 365. Outlook alsa works with POP, IMAP, and Exchange ActiveSyne
accounts,

Do you want to set up Outlook to connect to an email account?

On the ‘Auto Account Setup’ accept the default and click ‘Next’

Add Account n
Auto Acoount Setup

OQutloak can automatically confiqure many email accounta.

(@) E-mail Account

Your Mame: T

Example: Ellen Adams

E-mail Address: [ N 3 bbkoac. sk

ple: ellend@contoso.com

Password:
Ruetype Passwprd:

password your Internet service provider has given you.

< Back Mext = Cancel

Enter your details:
Your Name: a$ known within Birkbeck University of London
E-mail Address: your Birkbeck email address

Password: your Birkbeck logon password

Click ‘Next’
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Add Account ﬂ

Searching for your mad server settings...

Configuring

Outlook i completing the setup for your scoount. This might take teveral minutes
w"  Establishing network connecton

=) Searching for JENNN & bbk ac.uk settings
Loggng on o the mail server

< Back Beat Cancel

An attempt will be made to retrieve your details from the Birkbeck email server

Windows Security n

Microsoft Outlook
Connecting to WY & b kac.uk

SR 5 bbk.ac.uk

Il‘l"'l'."l‘l-'ll.l |

: Remember my credentials

H Use another account

(0] 4 : Cancel

You should be prompted to enter the password for your normal Birkbeck login account.
(most likely different from your email address!)

Select ‘Use another account’
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Windows Security ﬂ

Microsoft Outlook
Connecting to Y & bbk ac.uk

H SR - bbk ac.uk

l username@birkbeckac.ul

& I S —

Domain: birkbeckac.uk
[ |/Remember my credentials

Enter your ‘username’ as before, but change the text from the @ sign to ‘birkbeck.ac.uk’
Enter your password for your normal Birkbeck login account.

Click ‘OK’
You may be prompted to allow the Birkbeck Server to configure your Outlook 2013 installation for
you.

Microsoft Qutlook “

/L Allow this website to configure russell.bailey@bbk.ac.uk server
_'j settings?

https:/fautodiscover.bbk.ac.uk/autodiscover/autodiscover.xml

Your account was redirected to this website for settings.
¥ou should only allow settings from sources you know and trust.

[#] Don't ask me about this website again

Check the box ‘Don’t ask me about this website again’

https://autodiscover.bbk.ac.uk is a valid Birkbeck Server!

Click ‘Allow’
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Add Account ﬂ

Searching for your mall server settings...

Configuring

Outlock is completing the setup for your account. This might take several mnutes.
»"  Establishing network connection
w"  Searching for N & bblcac uk settings
v Logging on 1o the mad server

Congratulations! Your email account was successTully configured and is ready 1o use.

You're sl set!

Ve have all the information we need Bo 68 up your Boaunt.

Add another account...

You will see either of the above displays depending on your individual device, either way click ‘Finish’
(You may be prompted to restart Outlook if this is a new profile)
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Open Outlook

Before Outlook opens it will take short while to prepare ...

You may also see a dialog asking you to select the appropriate settings for Office Updates, we
suggest that you select ‘Use recommended settings’ and then click ‘Accept

First things first.

® Lse recommended settings|

other Microsoft software and help improve Office

ates for Office, Windows and

Install updates only

Install important and recommended wpdates for Office, Windows and
other Microsoft software

Ask me later

Unitil you decide, your computer might be vulnerable to security threats.

The infarmation sent to Microzoft is ta help us and is not used to identify o
contact you.

W take your privacy senioushy.

Learn more

Once Outlook 20103 is open you should start to see mail in your Inbox and the Outlook Status bar
will show that Outlook is connected and is updating your Inbox:

COMNMNECTED TO: MICROSOFT EXCHANGE

UPDATING Inbox {314 ME). I
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Open Outlook 2013

This time when you open Outlook you'll see a login box:

Enter you username as ‘username@birkbeck.ac.uk’ and your password

Microsoft Outlook
Connecting to s.komosa@bbk.ac.uk

. : Ensure you select the checkbox:
H (N bikheck. ac.rk ‘Remember my credentials’
|IIIIII'-

e
I [+ Remember my credentials
| 0K || cancel

Birkbeck IT Services
ITS Servicedesk: 020 7631 6543, email: its@bbk.ac.uk
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