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Extremely Important:    
This guide should only be used by staff members who are new to UNE, and have 
NEVER received email into Entourage/Outlook/Webmail before. 
 
If you have EVER had a UNE Staff email account before please DO NOT use these 
instructions.  You will loose your email.  Instead, please contact the Exchange Project 
team (servidesk@une.edu.au or call 6773 2551), and trained technicians will convert 
your old account to Exchange for you.   
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Step 4 
Open Entourage and click on the Entourage menu 
option on the top left of the screen. From here choose 
Account Settings option.  

  
  
  
 
 
Step 5 
Click on the New button. (this should launch the window below. If, 
however, a list of options appear simply choose Exchange Account)   
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Step 6  
In the Entourage Setup Assistant window enter your 
regular UNE staff email address 
(e.g.jbloggs4@une.edu.au) and make sure the My 
account is on an Exchange server box is ticked.  
After this click on the next arrow in the bottom right 
of the window.   
  
 
 

 
  

Step 7  
In the Account Setup Assistant Window enter your Name  

           and Staff email address (e.g. jbloggs4@une.edu.au) and 
then enter the following settings below : 
 
          

 
 

 
 

 
Exchange Server: 
'""$9())#*+',- .#/0-#/#10/,0)#*+',-.#) !"#$%&'# :0-#/#10/,0%%%%%
;<=>%9#?@#?(%%
1+A0-# AB&/,1/0-#/#10/,0%%%

 
 
Step 8 
Make sure the Use SSL for these servers box is ticked and then click on the next arrow in the bottom right 
of the window.  
   
Step 9 
In the Account Setup Assistant window click the Verify 
My Settings button. When you do this you will be asked 
to enter your username and password.   
  
This is your UNE user name and password and the 
domain is UNE.  
   
Once you have entered these details Entourage will verify 
that your account is reachable. After a short time you will 
see a message saying ÒYour account settings have been 
successfully  
VerifiedÓ.  
  
After this click on the next arrow in the bottom right of the window.   
  
Note:  Sometimes the verification fails even if your  details are correct.  Go back and check, and if 
they still donÕt work click the Next arrow, and select Skip. 
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Step 10 
In the Account Setup Assistant window change the  
Account Name to ÒExchangeÓ and then click finish.  
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Step 11 
To make this new Exchange account the 
default:  Go up to Entourage in the top 
menu bar, and select Account Settings.   
Highlight the Exchange account in the list, 
and click Make Default 
 

 
 

 


