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Extremely Important:

This guide should only be used by staff members who are néavUNE, 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 thes
instructions. You will loose your email. Instead, please contact the Exchange Proj
team 6ervidesk@une.edu.aw call 6773 2551), and trained technicians will convert
your old account to Exchange for you.
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About Entourage
Online Registration

sage Format Tools

Step 4

Open mtourage and click on thEntouragemenu
option on the top left of the screen. Rrdiere choose
Account Settingsption.

Preferences...
Account Settings...

Work Offline
Turn Off Office Reminders

Wi X|e|! 2P| From
¥ Wednesday

. i _ : Switch Identity... N#Q , e 2 Lachlan McGil
\ccounts
08 Services > 7/ Bayne
Hide Entourage #H
Hide Others 3H
Show All

[Z] Exchange (Exchange)

Quit Entourage #®Q

Step 5
Click on theNewbutton. (this should launch the window below. If,
however, a list of options appesimply choosé&xchange Accouit
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Setting up a New Eohange Account in Entourage

.00 Account Setup Assistant
Step 6 Set Up a Mail Account @
In theEntourage Setup Assistantndow enteryour S N ine
regular UN E Staff emall address based on your e-mail address. Type your e-mail address belo
(e.gjbloggs4@une.edu.a@and make sure thdy il

Jbloggs@une.edu.au

account is on an Exchange serymx is ticked.
After this click on thenextarrow in the bttom right
of the window.

M My account is on an Exchange server

» k
administrator whether you are on an Exchange server. If you select
this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue.

.00 Account Setup Assistant (CConfigure Account Manually 41 &K
Verify and Complete Settings
To finish account setup, verify and complete the following @
information.
Your name: | Joe Bloggs Step 7
E-mail address: |jbloggs@une.edu.au In theAccount Setup Assistawtindow enter youName
ad Staff email address(e.g.jbloggs4@une.edu.d@nd
then enter the following settings below :
Exchange server: :/jbloggs@une.edu.au
LDAP server: | dc-une-01.ad.une.edu.au
M Use SSL for these servers

Click the right arrow to continue.

( Configure Account Manually 3 ‘i‘ 4 LD*

Exchange Server:

"9())HF+,-  H#HIO-#I#10/,0)#*+',- #) "#$%&'# :0-#/#10/,0%% %806
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Step 8

Make suregheUse SSL for these servdigx is ticked and then click on thextarrow in the bottom right
of the window.

Stepg 8,00 Account Setup Assistant
In the Account Setup Assésit window click theVerify TGy SR @
My Settingsutton. When you do this you will be asked , ,

If you want to verify your account settings, make sure your computer
to enter your username and password. i n click Verify My Settings.

( Verify My Settings \ )
This is your UNE user name and password and the  results .
domain is UNE.

Once you have entered these details Entourage will ve
that yaur account is reachable. After a short time you v
see a message saying OYour account settings have b
successfully Click the right arrow to continue.
Ve”ﬂedo (" Configure Account Manually i‘ 5 IL

After this click on thenextarrow in the bottom right of the window.

Note: Sometimes the veification fails even if your details are correct. Go back and check, and if
they still donOt workclick the Next arrow, and selectSkip.
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Setting up a New Eohange Account in Entourage

8,00 Account Setup Assistant

Setup Complete

Your mail account has been created successfully and is ready for use. Step 10
‘ ; — In the Account Setup Assistawindow change the
— Account Naméo CExchang®and then clicKinish.
Account name: [Exchange |
E Add this new e-mail address to your "Me" contact
#
To save these settings, click Finish. ( Finish R’
€ Configure Account Manually ) E 6 D
®00 Accounts =)
Step 11 . = @ &
To make this new Exchange account the | New pelete Make Default
default: Go up toEntouragein the top

(‘Mail | News Directory Service

menu bar, and seledtcount Settings D ———
Highlight the Exchange accoumt the list, ' '

andclick Make Default
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