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The instructions in this document explain how to configure your Microsoft Outlook
profile to connect to the district’'s E-Mail server from both on the school’s network and
off the school’s network.

When a laptop is configured as specified in this document, for example, it will be able
to run Outlook from both on the school’s network, and from anywhere on the planet
while connected to the internet.

These instructions can also be used to configure Microsoft Outlook on home
computers to connect to the school’s E-Mail server. If these instructions are used to
configure a PC that will be using a dial-up modem connection, Outlook may run
unacceptably slow, or even be able to connect.

These instructions are best used with broadband internet connections.

1. Click Start — Settings —> Control Panel —> Mail
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@) Help and Support
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2. (lick the “E-Mail Accounts” button.

Mail Setup - ChrisM

E-mail Accournts

[ Setup e-mail accounts and directories.

Data Files

& Change seFtings faor the files Outlook uses to Data Files. . |
@é store e-mail messages and documents,

Praofiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files, Typically, vou only need one. =

Close: |
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3. Select "View or Change existing email accounts” and click next.

E-mail Accounts

This wizard will allow you ta change the e-mail
accounts and directories that Dutlook uses.

E-mail

" add a new e-mail account
@ Yiw or change existing & mal accounts,
Directory

' add a new directory or address book
™ View or change existing diractories or address hooks

< Bach I ext > I Close

4. (lickthe "Change” button.

E-mail Accounts

E-mail Accounts
‘ou can seleck an account and change its settings or remave it

Cutlook processes e-mail for these accounts in the Following order:

| Tvpe | Change...
Exchange (Default)

Remove

i

Set as Default

Mowve Ug

j

[Mawe Do

Deliver new e-mail to the Following location:
Mailbos - Chris Muhlarfeld =|  Mow Cutlool Data File... |

< Back I Finish I Cancel
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5. (lick the "More Settings...” button.

E-mail Accounts

Exchange Server Settings
‘ou can enter the required information to connect to vour Exchange server,

Tvpe the name of vour Micrasoft Exchange Server computer. For information, see your
system administrator,

Micrasoft Exchange Server:

[ Use Cached Exchange Mode

Tvpe the name of the mailbox set up For you by wour administrator, The mailbox name
is usually wour user name.

User Mame: IChris Muhlerfeld Check Hame |

Mare Setkings ... |
< Back I [t = | Cancel |

6. (lick the “Connection” tab.

General I Advanced I Security  COnnECtion | Remate Mail I

Connection

Use these settings when connecting ko my Exchange
server when working offline:

& Conneck Using my Local Area fetwork (Lam

" Cannect using my phane line

" Connect using Internet Explorer's or a 3rd party dialer

Modern

Wse the follawing Dial-Up Metworking conmection;

5

Broperties, .. fdd,, |

Exchange over the Internet
¥ Connect to my Exchange mailbox using HITP

Exchange Proxy Settings... |

k. I Cancel | Apply
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7. Click the checkbox next to “Connect to my Exchange mailbox using HTTP”
as in the image below.

Microsoft Exchange Server E

General I fidvanced | Security  Connection IRethe il I

Conneckion

Use these settings when connecting to my Exchange
server when warking offline:

& Lonneck using my Local Area Hebwork (AR
" Connect using my phone line

" Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the Following Dial-Up ketworking conmection:

i

Eropetties. . Add. .. |

Exchange over the Internet
¥ Connect to my Exchange maibox using HITP

Exchange Prosxy Settings. .. |

’T‘ Canicel | Apply. |

8. (lick the “Exchange Proxy Settings” button.

General I fidvanced | Security  Connection IRethe il I

Conneckion

Use these settings when connecting to my Exchange
server when warking offline:

£ Fonnect usina my, Local Area Hefuork (CART
" Connect using my phone line
" Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the Following Dial-Up ketworking conmection:

i

Eropetties. . Add. .. |

Exchange over the Internet
¥ Connect to my Exchange maibox using HITP

Exchange Prosxy Settings. .. |

[0]4 I Cancel | Appky

CONFIDENTIALITY & COPYRIGHT NOTICE
No portion of this document may be shared with any person or organization outside of the organization named on the cover
page without the express written permission of Unity Technology Services LLC. If you are not a member of the organization
specified on the cover page, please destroy all copies of this document and contact us.
All original material © 2006 by Unity Technology Services LLC



UNITY TECHNOLOGY SERVICES LLC GCUSD Network Documentation
3/28/2007 Page 6 of 8

9. Enter the values in the dialog box as shown below, check all the boxes
shown, and select “Basic Authentication” under “proxy authentication

settings” as shown below.
Exchange Proxy Settings

Microsoft Office Cutlook can communicate with Microsoft Exchange Server ower the
Internet by nesting Remaote Procedure Calls (RPC) within HTTP packets, Select the
protocol and the identity verification method that you want to use, If vou don't know
which options ko select, contack vour Exchange Server Administrator,

—Connection settings
Use this URL to conneck ko my proxy server For Exchange:

(e =0 (O By andcanyonschool . org

¥ | Conmect using S50 only
™ Mutually authenticake the session when connecting with 551
Brincipal mame for prosy. Server:

¥ ©n Fast networks, connect using HTTP First, then connect using TCRIP
¥ On slow networks, connect using HTTP first, then connect using TCP{TP

Prooey authentication settings
Use this authentication when connecting to my proxy server For Exchange:
Basic Authentication j

oK I Cancel

10. Click OK

11. Click OK again on the next screen as shown below.

Microsoft Exchange Server [ x|

ceneral | Advanced | Securiey  Connection |Remote Mail |

Conneckion

Use these settings when connecting ko my Exchange
server when working offline:

% Connect using my Local Area Metwork (LAaNT

" Connect using my phone line
" Connect using Internet Explorer's or a 3rd parky dialer

Modem

Use the Follawing Disl-Up Metwarking conmection:

i

Eroperties. . add, ., |

Exchange over the Internet
[ Caonnect ko my Exchange maibo using HITP

Exchange Proxy Settings. .. |

QK I Cancel | Appky
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12. Click Next on the screen shown below.

E-mail Accounts E3

Exchange Server Settings
‘ol can enter the required information to connect to vour Exchange server,

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator.

Microsoft Exchange Server:

[ Use Cached Exchange Mode

Tvpe the name of the mailbox sek up For you by wour administrator. The mailbox narme
is usually vour user name,

User Mame: |Chris Muhlenfeld Check Mame |

More Settings ... |
< Back I [t = | Cancel |

13. Click the “Finish” button on the screen shown below.

E-mail Accounts B

E-mail Accounts
‘ou can select an account and change its settings or remove it

Cutlaok processes e-mail for these accounts in the Following order:

I Type | Change...
Exchange (Default)

Remove

i

Set a5 Default

Mave Up

|

Mave Dawn

Deliver new e-mail to the Following location:
Mailbo: - Chris Muhlenfeld j Mew Cutlook Data File. .. |

< Back I Finish I Cancel
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14. Click the “Close” button on the screen shown below.

E-mail Accounts

(A Setup e-mail accounts and direckories,

Data Files
&, Change settings for the Files Outlook uses ta Data Files. ., |
ﬁé store e-mail messages and documents.,
Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files. Typically, ywou only need one. =

Close |

Your Microsoft Outlook account is now configured to work both ON and off the
school campus network. When open up outlook from a network that is outside of the
school (the internet, or a home computer), you will be prompted for your username
and password.

Your username should be entered as CANYON\Username (where username is
replaced with your username). Your password is the same one that you use on
campus. See the image below for what your username should look like.

Connect to GCANYON . grandcanyonschool org

= |
iR

Connecting to GCANYOM.grandcanyonschool org

User name: Iﬁ canyontChrisM ﬂ J

Password: | [TITTTITTY

[ Remember my password

oK I Cancel
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