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 Outlook 2010 or 2007 E-mail Configuration 
 

If you are opening Outlook 2010 or 2007 for the very first time, Auto Account Setup should launch and begin the 

process of verifying your e-mail account information.  

 

**In some cases, you may get prompted to create a new Profile first.  If so, enter a name for the Profile and click OK. You 

should then be directed to the Auto Account Setup** 

 

The Username and E-mail Address will populate automatically if Windows ijoined to the NET domain, and you are logging 

onto Windows with a “firstname.lastname” account.  Click next… 

 

NOTE: If the Auto Account Setup does not launch, or does not ask you to create a new Profile, you can manually create a 

new Profile by going into the Windows Control Panel, and choosing the Mail icon.  

(If you do not see a Mail icon in the Control Panel, change “View by” in the upper-right corner to “small icons”)  
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You may receive a message stating “You must restart Outlook for these changes to take effect”. Just click OK.  

 

Click on Finish and your e-mail data will begin importing into Outlook the next time it is opened. 

 

 

Continue below for setting up Outlook from an offsite location… 
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If you are attempting to set up Outlook from an offsite (non-domain network) location, you will need to enter some 
information manually during Auto Account Setup.  

Enter your name, E-mail Address, and password twice. Click Next… 

 

Outlook will now search for the server settings. This may take a few minutes… 
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You may receive a message stating “You must restart Outlook for these changes to take effect”. Just click OK.  

If the server was detected successfully, you will be prompted to authenticate to the server.  

Enter either your e-mail address as the username, or use “NET\firstname.lastname”, then enter your password below. 

Be sure to place a checkmark in the box next to “Remember my credentials”. 

 

If Outlook was unable to detect the server settings automatically, click the Back button and place a check next to the box 

that says “Manually configure server settings”.  
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Select “Microsoft Exchange or compatible service”. 

 
 

Enter the following information: for server name: hart-exmb1v.net.ccci.org.  

Enter your User Name, but DO NOT click Check Name. Instead, click on More Settings… 
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Click on the Connection tab, and leave the default setting that says “Connect using my LAN”. 

Place a checkmark in the box next to “Connect to Microsoft Exchange using HTTP”, and click Exchange Proxy Settings. 

 

 

Enter mail.ccci.org for the Connection setting.  

A checkmark should be placed next to “On slow networks, connect using HTTP first” 

Change the Proxy authentication settings to Basic Authentication 

 

 
 

Click OK to exit the Exchange Proxy Settings window, and OK again to exit the previous windows. 
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If all the settings were entered correctly, you should now be able to click the Check Name button that you skipped 

before. Authenticate as instructed in previous steps, and click Next. Then click Finish.  

 

 


