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Configure Outlook Profile for Use with Exchange 2016

CTC’s IT Division recommends that remote users use Outlook Web Access to access their CTC
mailbox. You can login to OWA at this url: https://mail.ctcd.edu/owa, using the same username
and password for Etrieve or for logging into the Central Campus CTCD domain.

Remote users may also use Microsoft’s Outlook client. Versions of Outlook prior to 2010 are
not supported. As such, the IT Division recommends Outlook 2013 or later. Instructions for
configuring Outlook for use with CTC’s Exchange 2016 environment are as follows:

1.  Click the Start icon in the lower-left hand corner of your screen.

2. Open the Control Panel from the Start menu.
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Click on User Accounts.

Click on the Mail option.
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5. When the Mail Setup — Outlook window appears, click Show Profiles.

| X

_ L:B Mail Setup - Outlook

E-mail Accounts
3 Setup e-mail accounts and directories.

L
y

Data Files -

& Change settings for the files Outlook uses to
&}3 store e-mail messages and documents.

Data Files... I

Profiles

i Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

I Show Profiles... ll
—

Close

6.  After the Mail window opens, click Add to create a new Outlook profile and select

Prompt for a profile to be used.

LA Mail

General |

Outlook

@ The following profiles are set up on this computer:

Add... | Remove | Properties Copy...

When starting Microsoft Outlook, use this profile:
(® Prompt for a profile to be used
{ ~ Always use this profile

|Ou‘dook

K

oK Cancel |

Apply |
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7. Inthe New Profile window, type your profile name (i.e., the same login name for
Etrieve) followed by @ctcd.edu. Then click OK.

QB New Profile B

:‘ Create New Profile

Profile Name: Cancel

8. When the Add Account window appears, if not already populated, enter Your Name, E-
mail Address, and Password.

3 Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Michael Trevino

Example: Ellen Adams

E-mail Address: mtrevino@cted.edu

Example: ellen@contoso.com

Passwaord: REEAARER
Retype Password: |***xssxs|

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Back [ Next > ]{ Cancel
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9. A Microsoft Outlook security box will appear to ask if the mail.ctcd.edu domain can
configure the settings for your mailbox. Click Allow.

B Microsoft Outlook 2

/), Allow this website to configure mtrevino@ctcd.edu server
_D settings?

https://mail.ctcd.edu/autodiscover/autodiscover.xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

|| Don't ask me about this website again

I Allow ][ Cancel ]

10.  You will be prompted to enter the password for your new mailbox. Do so, and click OK.

=)

A Windows Security

Mail Application

Connecting to michael.trevino@ ctcd.edu

[——— michaeltrevino@ctcd.edu
|@ ’.........| ]
7] Rermember my credentials

||:“ Use another account
|

|Ei Insert a smart card
\
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11.  Microsoft Outlook will set up your new connection on your computer. This may take a

couple of minutes to complete. Finally, click Finish.

3 At Accous Be———

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
v  Establishing network connection
+  Searching for michael.trevino@ctcd.edu settings
+  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[ Change account settings

< Bach

[ Add another account... J

[

Finish | | Cancel |

If you need help with this tutorial or have further questions, please contact the IT Help
Desk. Remember that you can still access all your mail via OWA in the meantime.


http://www.ctcfacstaff.ctcd.edu/logins/owa-outlook/

