Outlook Autodiscover Setup for Exchange Labs

If you already use Outlook, you will need to go to Control Panel and Mail.  Once in Mail Setup, click on Show Profiles.
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Click on the radio button for “Prompt for a profile to be used”, and click the ADD button.
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Give the profile a name and click OK.

Outlook will try to pull the information for you if you are on campus.  You will need to type in the email address that is associated with your Exchange Labs account.  The Your Name field must match the name that is on record at Live @ EDU.  To check the name, you can login at https://login.live.com with the email address and password (password should have been sent to you or if you had an @okcu.edu student account, the password is set to your Star Access ID number).  

When you click on mailbox when using Internet Explorer, the name after mailbox is what needs to be entered in the Your Name Field.
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Using Mozilla or Firefox, you will need to click on Options and Account to see the mailbox owner.
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If the Your Name field does not match the configuration tool will fail during setup. [image: image5.png][Add New E-mail Account
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Click next once the information has been filled out and you will see the following screen. 
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While the Search is in process, the following will show up.  Click the “Don’t ask me about this website again” and click Allow.  This will allow the autoconfigure to complete.
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You may also get asked for the password again.  Type in the full email address and password to continue.
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Once finished, you should be able to select the profile name from the list to open your Exchange Labs email account.  It will be usable both on-campus and off-campus.
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