Making Outlook 2010 Work with
FermiMail (MAPI configuration)

1 Pull up the “Mail Setup” Form in the Control Panel
Step 1.1. Click the “Start” button in the desktop taskbar.

This may have different looks depending on your desktop theme.

The “Start” button on most new desktops usually looks like this: m

fj'ﬁtart|
But on some older machines, the “Start” button looks like this instead:

Step 1.2. Click “Control Panel”.
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Step 1.3. In the Control Panel, select “User Accounts”.

Page 2 of 10



Step 1.

[ Control Panel
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4. Then select “Mail”.

User Accounts
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2 Create a New E-mail Account in the Mail Setup Form
Step 2.1. Select "E-mail Accounts...”.

Step 2.2. Select “New...”.

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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3 Begin to Create an Email Configuration
Step 3.1. Fill out Your Name, and your E-mail Address.

You do NOT have to type in your password at this point, so save yourself some typing and leave

the password fields blank.

& Add New Account

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

i+ E-mail Account

Your Mame: IExchange Admin 01
Example: Ellen Adams

E-mail Address: Iexd‘lange_adrnin_ﬂl@ﬁal.gou
Example: ellen@contoso.com

Password: I

Retype Password: I
Type the password your Internet service provider has given you.

" Text Messaging (SMS)

" Manually configure server settings or additional server types

= Back

Mext =

Cancel

Step 3.2. Click “Next >”
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4 Outlook Fetches Your E-Mail Config Information
Step 4.1. Outlook then fetches the rest of your email configuration information for you. This
should take about 15-30 seconds.

& Add New Account
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5 Login to Outlook 2010

> Read carefully, please. This login is a little different than normal.
You will now be prompted to login to Outlook.
Step 5.1. Select “Use another account”. (Do NOT type in your password in the top field).
& Windows Security x|

Mail Application
Connecting to exchange _admin_0 1@fnal.gowv

exchange_admin_01@fnal....
| E | DO NOT put password here

(B remember my credentials

Use another account

E . i Insert a smart card

Ok I Cancel

After selecting “Use another account”, you will see “Domain: FERMI” which has to be changed.
The following step will make this change for you.

Mail Application
Connecting to exchange_admin_01@Mmal.gov

|@i exchange_admin_0l@fnal..

ﬂ-_’ User name

|Ei Insert a smart card

0K I Cancel

B rRemember my o 2dentials
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Step 5.2. Fill in your username in the format “SERVICES\username” and your SERVICES

password.

Xl

M. Windows Security

Mail Application
Connecting to exchange_admin_01@fmal.gowv

rram]
|@' exchange_admin_01l@fnal...

SERVICES\exchange_admin_01

Domain: SERVICES
[ Femember my cre nlg

T |
|B' Insert a smart card

0K I Cancel

Notice how the domain is now correctly set to SERVICES.

Step 5.3. Now you can click “OK”.
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6 Congratulations Screen (Almost Done)
Your mail account is configured correctly if you see 3 green checkmarks below.

Step 6.1. Click “Finish”.

Step 6.2. If you see the warning below, just click “OK”.
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7 Restart Outlook 2010

Step 7.1. If Outlook is running, then please exit it at this time.
Step 7.2. You may start Outlook now.

Step 7.3. Login with your SERVICES password, then you will see something like the following:
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MNew New Delete Reply Reply Forward i - . Move Rules OneMNote
Email Tems - | & Junk * A o L i Reply & Delete  “i7 Create New > - . W Follow Up = | 7 Filter E-mail =
New Delete Respond Quick Steps Fl Mave Tags Find
4 Favorites ‘I = B
& e search Inbox (Ctrl+E) £ | Microsoft Outlook Test Message
& Unread Mail Arrange By: Date Mewest on top : Test 6. User E
[ sentItems - Tue 10/25/2011 10:03 PM =
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, 4 Yesterday Test 6. User §
4 s
4 test_user_b@fnal.gov = = TE_Stﬁ- User Tue 10:03 PM = g
[ Inbax icxcsoiljoutioa kT HMEs age This is an e-mail message sent automatically by Microsoft Outlook while a
&
S testing the settings for your account. g
I.(é| Drafts [1] 4 Last Week 2 g ¥ E.
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T ] CD/FCCL/Feynman Computing Center LstFl.. Y
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L3 Test Folder Tentative:fun o
I e {4 John Konc 8/26/2011 e
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3 sentitems [ Kevin M Hill {Admin) 8/26/2011
S Deleted Htems (1 Canceled: Cookie Caucus wrapup
. T Tests, User 8/26/2011
Lg Junk E-mail Canceled: test meeting
) At (4 John Konc 8/26/2011
) [ i Fuve: 02:05:01
o STEDTIEIE T | (4 John Konc 8/26/2011
(= man Fuve: 02:04:00
(=4 John Konc 8/26/2011
ﬂ Calendar Fud; 02:03:00
-4 John Konc 8/26/2011
&=| contacts Fuvd: 02:02:00
. (-4 John Kenc §/26/2011 b
] Tasks Fuvd: 02:01:00
- la Jrnn:‘ fﬂ:'ﬁ B 5/26/2011 - @ Seemore about: Test6. User. D -
Items: 499 | This folder is up to date. || Connected to Microsoft Exchange | 0 6 100% \'El D \':-;'l

Please be patient with your first start-up of Outlook, as it could take several minutes for it to
perform the first download of your Inbox and your mail folders. After that first start-up, though,
Outlook will start much more quickly.

8 Congratulations (Really Done)

Now you really are done getting Outlook 2010 to work with FermiMail.

Note: If your screens look remarkably different than what is shown above or you are having
problems receiving/sending email afterward, then please open a Service Desk ticket by calling
(630) 840-2345 or log in to the Service Desk at https://fermi.service-now.com/fsc/ and click
"Report a Service Outage or Incident".
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