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Tools and Knowledge Required
e UWS owned/leased standard Macintosh desktop or laptop computer with OS 10.5/10.6
and MS Office 2011 installed.

e Internet connection

This fact sheet addresses configuring Outlook 2011 (Macintosh) from scratch.

It assumes that readers will be familiar with the basic operation and navigation of Macintosh
Computers.
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Configuring Outlook 2011 for Mac

1) After Microsoft Office 2011 has been installed on your system, you can configure Outlook. Launch
Outlook by clicking the Outlook icon in your Dock, or by double clicking Outlook in Macintosh HD/
Applications/Microsoft Office 2011.

Launch Outlook from the Dock

2) As Outlook has never been launched before, you will be presented with the following screen. Tick Make
Outlook the default application.... and press Add Account.

Welcome to Outlook for Mac

Make Outlook the default application and Add Account
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3) The following screen appears. Select Exchange Account as shown.

ann Accounts

Add an Account

To get started, select an account type.

hange Account
osoft Exchange accounts are used by corporations and
pther large organizations.

E-mail Account

.+
i

—  POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmall,
MobhileMe, Windows Live Hotmail, Yahoo!, and others.

Learn about adding accounts

Select Exchange Account

4) The following drop down window appears. Enter your details. Please note your User name and
Password are your MyUWSAccount credentials. Tick Configure Automatically. Press Add Account.

OO0 Accounts

Enter your Exchange account information.

E-mail address: Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password | & ]

User name: #ifaia#

Password: | sesssess
E Configure automatically

‘orporations and

(" Cancel ) ( Add Account )

L= POP or IMAP e-mail accounts include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoa!, and others.

Learn about adding accounts

Enter your details
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5) You will see the following while Outlook detects the Exchange Server Settings. If you see any errors such
as “Autodiscover failed” or “Mail cannot be retrieved at this time”, please refer to Step 13 of this document.

@M e @) Accounts

Enter your Exchange account informatien.

E-mail address: Chris.Daley@uws.edu.au

Authentication

Method:  User Name and Password
User name: [N
Password: _

v Configure automatically

lorporations and
Detecting hange Server.
1 Cancel Add Account

T POP or IMAP e-mail accounts include those from Internet

service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.

Learn about adding accounts

okl [~

Outlook is detecting the server

6) You will then be presented with the following. Change the Account description from Edu to your name.

ann Accounts

Account description: Edu )

Personal informa

Full name: Chris Daley

E-mail address:  Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password < ]
User name: _
password: I
Learn about Exchange account settings Advanced... |
+ v - E- 2
Enter your name
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7) Press the Advanced button.

eann Accounts

Account descripti

b :_Chris Daley)

Personal i ~— -

Full name: Chris Daley

E-mail address: Chris.Daley@uws.edu.au

Method: | User Name and Password ) :i
User name: _
password: NN

Learn about Exchange account settings Advanced...

+ v = -

Press Advanced to verify your settings

8) You will be presented with the following drop down window. Verify that the Microsoft Exchange Server
setting is:

https://email.uws.edu.au/ews/exchange.asmx

and the Directory service Server is:
PTA07DC1.AD.UWS.EDU.AU.

Press OK.

OO0 Accounts
Show All
Ev="
d [-Serverw Delegates = Security |

= Ee
-:vj Microsoft Exchange
@ | https://email.uws.edu.au/ews/exchange.al : 443
_] Override default port

[ Use S5L to connect (recommended)
(] Download headers only

Yy sgruice

@ PTAO7DCI.AD.UWS.EDU.AU : 3268 B

] Override default port

[_] Use SSL to connect (recommended)
™ Log in with my Exchange account credentials

Maximum number of results to return: 1000

Search base:

Learn about Exchange account settings

13
=

T

Check the server details are correct
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11) You will return to the main accounts screen. Close the window (press the red button).

Accounts

|00
(Lshowall |,
e

Edu

Exchange Account

29

Account description: |Chris Daley

Personal information

Full name: Chris Daley

E-mail address: Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password

ar

user name: NG

Password: N

Learn about Exchange account settings

Close this window

Advanced...

12) Outlook’s main screen appears, and you will see your emails are downloading. Please be patient, as
depending on the size of your inbox, downloading could take an hour or more.

800 Inbox » Edu (=}
@ & Qsearch This Folder i

| = torme |ioiainl =

3 = i S, B = W, < + | Find a Cos v, S
& & B = og 8 @ i vy - E
Emal e Delete. et wove @Ik ynread Categorize FollowUp  Filters - I Contacts Search Send/Receive
; Newest on Top +
[ Sent tems
T eiéted nems

G subscribed Public Folders

7 contacts

[E] Tasks

|| Notes

Al folders are

Email starts to download

You have successfully configured Outlook 2011 for Macintosh.

Updated:13/09/2011

Chris Daley

uptodate. | [ Connected to "Edu"
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Issues Configuring Your Account

13) Issues. In step 5) you may have seen an error message. If so, please:

- Ensure your user name (MyUWSAccount number) is correct.
- Delete and re-enter your MyUWSAccount password.
- Confirm you have an Internet connection by opening a web browser and visiting the following web
sites:
o www.uws.edu.au
o www.google.com
- If they both fail, you do not have an Internet connection. Contact the IT Service Desk on 5111 for
assistance.
- If both web sites work, let's proceed with troubleshooting.

el @) Accounts

Enter your Exchange account information.

E-mail address: | Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password | § ] =

User name: NN
password: NN

| Configure automatically

rorporations and

Sei

Autodiscover failed.JTry configuring manually.

= = = E + from Internet
[ Cancel Add Account such as AOL, Gmail,

and others.

Learn about adding accounts

Error message

- We are going to configure the Exchange Server settings manually. Cut/Paste the following into the
Server field as shown. If you have printed this document, carefully type the setting into the Server
field. Press Add Account.

- The Exchange Server is:

https://email.uws.edu.au/ews/exchange.asmx
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@l e ld Accounts

Enter your Exchange account information.

E-mail address: | Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password | % ] 2
user name: NI
Password: [ INNEEENNN

| Configure automatically

i f;:,i,' mai\.uws.edu.au,‘ewW

(" Cancel ( Add Account )

+ from Internet
such as AOL, Gmail,
nd others.

~

Learn about adding accounts

Re-enter the details

14) If successful, you will see the following, which takes us back to Step 6), so please proceed with the rest

of the document.

Updated:13/09/2011

ann

Accounts

Account description: Edu )

Personal informa

Full name: Chris Daley

E-mail address:  Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password v ]

User name: NN
Password: [N

Learn about Exchange account settings Advanced... |
B e o

Success! Go back to Step 6

Chris Daley
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15) If unsuccessful, you will see this error. Click Yes for another opportunity to ensure you have entered
your MyUWSAccount credentials correctly.

Mail could not be received at this time.

The server for account "Edu” returned the error
“Logon failure: unknown user name or bad
o password." Your username/ password or security

settings may be incorrect. Would you like t
entering your password?

[Na D(Yes)
.4

Another error message

16) Enter your MyUWSAccount credentials and password. As we are trying to troubleshoot a problem, Do
NOT tick Remember this password in my keychain (Apple’s password management system. Click OK.

Account Information

O Enter your account information for “Edu"

User name: NG

Passwoed™

[ Remember this password in my keychain

I': Cancel j E OK 3

Don’t remember the password at this stage
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17) If successful, you will see the following window. Please proceed with Step 6) and the rest of the
document.

ann Accounts

Account description: Edu )

Personal informal

Full name: Chris Daley

E-mail address: Chris.Daley@uws.edu.au

Authentication

Method: | User Name and Password o5 ]

user name: | INEEEEEEEN
Password: [N

Learn about Exchange account settings Advanced...
et

Success! Go back to Step 6

18) If you see the error message again, please contact the IT Service Desk (ext 5111) for assistance.

Mail could not be received at this time.

The server for account "Edu” returned the error
“Logon failure: unknown user name or bad
o password." Your username/passward or security

settings may be incorrect. Would you like t
entering your password?

I':_Ncl D(:"r'es
;.5

Contact the IT Service Desk if this error appears again

)
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Importing Signatures

1) To import your signatures from Entourage, complete the following steps.
2) Go to Outlook - Preferences. Click Signatures.

annN Outlook Preferences

Personal Settings

o B & B A %

Ceneral Accounts Naotifications Categories Fonts AutoCorrect
& Sounds
E-mail
e , )

Reading Compasing Sii Rules Schedules
Other

B B 2 B

Calendar Contacts Sync Services Feedback

Click Signatures

3) Select the Standard signature and delete it, (click the minus symbol)

annr

| Random name | Signature
) d =

Signatures

Default Signatures... |

Bt

Remove the Default Signature

Updated:13/09/2011 Chris Daley
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4) Go to File = Import. Select Entourage information... as shown, and click the right arrow.

-ﬁ i) Import

Begin Import

O

What do you want to import?

utlook Data File (.pst or .olmy)

8 Entourage information from an archive ar earlier version
formation from another application

O Contacts or messages from a text file

() Holidays

Click the right arrow to continue.

—
aI(: o]
In Outlook go to File > Import > Entourage

5) Select Entourage 2008 or 2004 (depending on the version of Entourage you used). Click the right
arrow.

800

Choose an Application

Import

J

What would you like to import?

tourage archive (.rge}

e Enfourage 2008 {including Web Services Edition)
tourage 2004

Click the right arrow to continue.

al
N
b

Select Entourage 2008 or 2004

Updated:13/09/2011
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6) Tick Signatures as shown, then click the right arrow.

S.00 Import

Import ltems Q

Select the items that you want to import.

|_| Messages |__| Calendar events

[ Contacts [ | Tasks

[] Accounts [ Notes

—LRules [ | Custom views

natures '__' Scrapbook clippings
—-Freferences
Click the right arrow to continue.

e
D]

Tick Signatures

7) Select the latest identity, and click the right arrow.

Updated:13/09/2011

8,000 Import

Select an Identity O

The following Entourage 2008 identities were found in: /Volumes [
Data/Users/chrisdaley/Documents/Microsoft User Data/Office 2008
Identities. Select the identity that you want to impaort.

|dgertiTyMgme Date Modified
hlain Identily 2911710 10:06 AM

To select an identity in another location, click Browse.

Browse. ..

Click the right arrow to continue.

(2]
!‘Th\
d

Select your Identity

Chris Daley
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8) Ignore this prompt, click OK.

Outlook does not support synchronization
with all versions of Exchange Server.
If an Exchange account is imported with your identity, but

mail and other items are not synchronized from the
Exchange server, contact your Exchange Administrator.

™
{~C i) ,
ance
Press OK

9) You will be presented with this window, click Finish.

< ABNE Impart

Import Complete

O

Outlook has finished importing data from your application. To start
using Outlook, click Finish.

Press Finish

Updated:13/09/2011 Chris Daley
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10) Go to Outlook - Preferences. Click Signatures.

ann Outlook Preferences

Personal Settings

0 B & N A %

General Accounts Notifications Categories Fonts AutoCorrect
& Sounds

E-mail
= . ]
C1 B2 [
Reading Compaosing Si Rules Schedules
Other
‘_I 'l_rLr\J‘" " (X I v'!'J
Calendar Contacts Sync Services Feedback
Click Signatures

11) Click Default Signatures. Use the up and down arrows to select your default signature, then press OK.
Note: if no signatures are present, you probably had no signatures in Entourage. Contact the IT Service
Desk on ext 5111 if this is incorrect.

RAO Signatures

Random [ Account | Default signature . |
=] | Chris Dale: Standard v ’

Cane) (o D
——”

Deftures...
S—

Select the Default Signature

IT Service Desk

Phone: 02 9852 5111 (ext 5111)

Email: itservicedesk@uws.edu.au

Web: http://www.uws.edu.aul/itservicedesk
Self Service job logging: http://itsm.uws.edu.au

UWS IT Services Catalogue: | http://www.uws.edu.au/its

ITS Fact Sheets http://www.uws.edu.aul/itfactsheets
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