Using Outlook 2007 to connect to your rockets.utoledo.edu account
using the Exchange mail settings

To set up the Outlook 2007 client to connect to your rockets.utoledo.edu email account using the
exchange function, follow the instructions below. This will allow you to gain access to your email,
calendar and contacts that are stored in your rockets.utoledo.edu account. There are 8 steps to this
account set up process.
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1) Open up the control panel of your computer and choose “mail” from the menu.

2) Once the Mail Setup screen opens, choose the “Email Accounts” button
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3) This will bring you to the Account Settings page where you will click the “New” button under the

“Email” tab.
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4) The next screen will ask you for your name, email address and password. Make sure that the
“Manually configure server settings or additional server types” is not checked. This will allow for the
program to auto-configure your account as an exchange account in Outlook
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5) After entering your information and choosing “Next”, you will be prompted to allow the website to
configure your email account server settings. Choose “Allow” when this prompts you
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6) After choosing “Allow”, you will be prompted for your username and password again as shown in
the screenshot below. For your username, make sure and enter it as UTAD user
ID@rockets.utoledo.edu and not as first.last@rockets.utoledo.edu. Once you enter this click “OK”
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7) Once this goes through the set up, you should see a screen similar to the one shown below stating
that you have successfully set up your account.
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8) After choosing finish, you should see your account listed under the Account Settings screen that it
will take you back to as shown below and you can close out of that and begin using Outlook for
accessing your rockets.utoledo.edu email account
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