Quick Reference Guide

Access your UNSW Mail

With Outlook for Non SOE Windows

This guide provides instructions on how to migrate your UNSW mail with Outlook using a Non SoE Windows 7

device running Outlook 2010.

Step 1 - Add New Mail Profile

— Open Control Panel

— Select All Control Panel Items

Click Mail (32-bit)

—  Click Show Profiles

—  Click Add
— Enter Profile Name

— Click OK
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Step 2 — Account Set Up

- Choose Email Account

- Enter the following details
Your Name
Email Address

- If prompted also enter

Password- zpass
Retype Password

Step 3 - Search Server Settings

Outlook will search for your email server
settings

- Click Next

Step 4 - Windows Security
In the Window Security Window
- Click on Use another account

- Click OK

Access your UNSW Mail
With Outlook for Non SOE Windows

Add Account

Auto Account Setup
Outiook can automatically configure many email accounts.

(®) E-mail Account

Your Name: IJcmn Citizen I
ample: Ellen Adams

E-mail Address: IJ.(lt\z:n@unsw‘Edu‘au I
EEETE i

Password: o

Retype Password: |~

[Be the password your INTernet senice provider has given you.

) Manual setup or additional server types

< Back Next > Cancel

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
Establishing netws ion

Searching for test.office365@unsw.edu.au settings

$<

Logging on to the mail server

Windows Security

Microsoft Qutlook

Connecting to j.citizen@unsw.edu.au

jcitizen@unsw.edu.au

[Pa:sword ]

[[] Remember my credentials

H | Use another account |
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Step 5 — Enter Credentials

Enter your credentials as shown on the
right hand side

If a second pop up window appears, ensure
your credentials are entered and click OK to
continue.

Step 6 — Complete account setup

Outlook will complete the set-up of your
account

- Click Finish

Step 7 - Set Default profile

Access your UNSW Mail
With Outlook for Non SOE Windows

Windows Security

Microsoft Outlook
Connecting to j.citizen@unsw.edu.au

H J.citizen@unsw.edu.au

‘z1234567@ad.un5w.edu.au |

S I= ]

Domain: ad.unsw.edu.au
I Remember my credentials |

Cancel

Windows Security

Microsoft Outlook
Connecting to j.citizen@unsw.edu.au

| z1234567@ad.unsw.edu.au |

Remember my credentials

Cancel

Add Account

jing for your mail

Configuring

Outlook is completing the setup for your account, This might take several minutes,
+/  Establishing network connection
/  Searching for test.office365 @unsw.edu.au settings
+  Logging on to the mail server

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

[] Change account settings Add another account...
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Select always use this profile

Select profile name in dropdown
menu

Step 8 — Open Outlook

Access your UNSW Mail
With Outlook for Non SOE Windows

W Mail
Generd! |

ALY The following profiles are set up on this computer:

Default Outlook Profile -

agd.. | Remove | Propertes | copy. |

Vihen starting Microsoft Outiook, use this profile:
£ Prompt for a profile to be used

" Aways wse this profie

[Default Gutiook Profile -]

oK o] opy |

Calendar People Task

Mail ( > Tasks -
jooes |

If you require any additional assistance please contact the IT Service Centre - Tel: 9385 1333

Email: ITServiceCentre@unsw.edu.au

SW

AU ST R ALLIA


mailto:ITServiceCentre@unsw.edu.au

