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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 lose your email. Instead, please contact the IT Service Desk (servicedesk@une.edu.au) or call
6773 5000) and request to have your mailboxes moved to Exchange by our desktop support team

Step1: Go to: http://exchange.une.edu.au/owa

And log in using your new UNE username and password. If you can log in
successfully this means that you do have an account in Exchange- proceed to Step 2.

If you cannot log in here your Exchange account been not been created. Wait a few
hours and try to log on; if this still doesn’t work, contact the IT Service Desk.

Step 2: Log on to
“ww  http://mail.une.edu.au and log in using your UNE username and
T e password. Click on Auto Response in the top right corner of the page.

IS e 0w s Step 3: Tick the box next to Forward and in the Forward field type
yourusername@ad.une.edu.au. Make sure all other boxes are un-
ticked and click on Finish to save your changes. Log out.
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Step 4: Network and Internet
CLOSE OUTLOOK if it is currently open. :‘ﬂ”’"‘-‘a’“"" Souid Jg \Vindows Cardspace
. . . gogiams . Manage Information Cards that are used to log on to onlir
Open the Control Panel (from the Windows starticon). Click | . y.eraccouns : dJ fnfermetion Cerdt fotegenteen
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on the “USER” control panel option and then doubleclick on e 2 redentials
the MAIL control panel Clock, Language, and Reg
Ease of Access =
2w &s| Step 5: Click on ADD to add a new mail profile.

General |

,@ The folowing profiles are set up on this computer:

You will be prompted to name your account. This is a display name only and can be
anything you choose to identify the account (eg UNE Exchange)
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, use this profie: A New Profile =
;im: Z::j::ﬁtbi e D Create New Profie
l 5| Profile Name:
- UNE Mail - Exchange
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A Add New Account

Auto Account Setup

© E-mail Account
Your Name: Your Name
Example: Elen Adams

E-mail Address: | UNEusername @une.edu.au

Example: ellen@contoso.com
Password:  |meeeees
Retype Password: |*****==
Type the password your Internet service provider has given you.

Text Messaging (SMS)

Manually configure server settings or additional server types

Click Next to connect to the mail server and automatically configure your account settings.

&S| Step 5: Enter the settings as outlined below:

Step 6: After a few checks, the email will be set up successfully. Click

on FINISH.

Your email is now set up and you can start MS Outlook to
send/receive emails from your UNE Exchange account.
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Your Name: your full name
Email address: UNEusername@une.edu.au

Password: yourpassword

Click NEXT to set up your account. (You may be prompted by
Windows Security to enter your login credentials to the
computer - do so and OK the screen to proceed)

B Add New Account

Congratulations!

Configuring
Configuring e-mal server settings. This might take several minutes:
/ Establsh network connection

/' Search for minnema@une. edu.au server settings
V' Logon toserver

Your e-mai account s successfuly configured.

[F]manually configure server settings

Add another account...




