Updating your Hospital Mail
Quick Reference Guide With Outlook for Non SOE Windows

This guide provides instructions on how to access your hospital mail with Outlook using a Non SoE
Windows 7 device.

TIP: If you have internet access via Health Services setup, you can follow this guide, if it doesn’t
work please configure hospital proxy and refer to the Proxy and Outlook Setup for Hospitals (365)
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d) Under Profiles select Show
Profiles A Mail Setup - Outlook ()
E-mail Accounts
~ 3 Setup e-mail accounts and directories,
S
Data Files
4, Change settings for the files Outlook uses to Data Files. .. |
& store e-mail messages and documents. =
Profiles
Q Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one. =
Close |
B i s
e) Under General click on
General |
Outlook and select
Properties I , ,
|| The following profiles are set up on this computer:

Outlook

Add... Remove I Properties I Copy...

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
' Always use this profile

IDuHook ;I
ok | camesl | ippr |

# Mail Setup - Outlock (=23l

f) Select email Accounts E-mail Accounts
N

Setup e-mail accounts and directories. { E-mail Accounts. .. §
Data Files

ﬁ\h Change settings for the files Outlook uses to Data Files... |

store e-mail messages and documents,

Close |

SW

AU ST R ALLIA




Updating your Hospital Mail
Quick Reference Guide With Outlook for Non SOE Windows

g) Select the existing UNSW
email account and click L i

E-mail Accounts
Re move You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RS Feeds | SharePoint Lists | intemet Calendars | Published Calendars | Address Books |

i tew... S Repair.. [5F Change.. @ Setas Qefau\tl X Remove Iﬂh
Name Type i
& Avinash.Shankar @sswahs.nsw.gov.au Microsoft Exchange (send from this account by default)

Javinash.shankar @unsw.edu.au Microsoft Exchange

Selected account delivers new messages to the folowing location:

avinash.shankar@unsw.edu.au\Inbox
in data file C:WUsers\shanka\,. .. \Outlook\avinash.shankar @unsw.edu. au(4).ost

Step 2 - Recreate UNSW email

{_B count i X
account o feceunteting:

E-mail Accounts
You can add o remove an account. You can select an account and change its settings.

a) Inthe same window, select
New =

o New..| 3 Repair.. 5 Change.. @ setosDefaul X Remove %

Name Type
@) avinash. Shankar @sswahs.nsw.gov.au Microsoft Exchange (send from this account by defaul)

Selected account delivers new messages to the following location:

Avinash nsw.gov.aulinbox

in data fle C:\Users\shanka), .. \Qutlook\Avinash.Shankar @sswahs.nsw.gov.au.ost
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Auto Account Setup

b) Choose Email Account and ok can tomaticaly confioure many e acecnt
enter the following details

I (®) E-mail Account I

Your Name:

Email Address: TN T — e
. E-mail Address: J.citizen@unsw.edu.au
Password (if prompted) — I—mv—m——l

zpass | P — |

Re_typ e p aSSWO rd ype the passWword your INtermet service provider nas given you

() Manual setup or additional server types

Click Next B e
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Add Account ﬂ_

c) Outlook will search for your email
server settings, click Next

Searching for your mail server settings...

Configuring

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

vl comel

d) Inthe Security Window click Use
another account and OK

Windows Security n-

Microsoft Outlook

Connecting to .citizen@unsw.edu.au

jcitizen@unsw.edu.au

[Fasswnrd

[[] Remember my credentials

H Use another account

Cancel

Step 3 - Enter Credentials
‘Windows Security
Microsoft Qutlook
a) Enter your credentials as shown on Connecting to j.citizen@unsw.edu.au
the right hand side using your Zid
followed by @ad.unsw.edu.au H et
I‘zIZ!ASG?@ad.unsw,edu.au | I
— Tick the Remember my credentials H i,,,_,_,, | |
and click OK _
Domain: ad.unsw.edu.au
I Remember my credentials I
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b) If a second pop up window appears,
ensure your credentials are entered
and click OK to continue. Microsoft Outlook

Connecting to j.citizen@unsw.edu.au

Windows Security n-

€) If an additional window appears,
reenter your credentials and click OK [ci234557 @adnew sdu s |
to continue.

Remember my credentials

Cancel

Step 4 - Complete account setup e |

Searching for your mail server settings...

a) Outlook will complete the set-up of
your account, click Finish Coniguing

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

Cangratulations! Your email account was successtully configured and is ready to use.

[[]change account settings Add another account.

< Back I Finish I Cancel

Step 5- Set default profile

a) Select your profile and click Always
use this profile and click OK

==l
-

Add... | Remave | Properties Copy...

When starting Microsoft Outlook, use this profile:
¢ Prompt for a profile to be used
I+ Always use this profile |

IDefauIt Outlock Profile ;I

oK Cansl bpply |
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Step 6 - Open Outlook

If you require any additional assistance please contact the IT Service Centre - Tel: 9385 1333
Email: ITServiceCentre@unsw.edu.au
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