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Off-Campus Access to Outlook E-Mail

Users who have accounts on the Microsoft Exchange server can access CLU email through
Outlook’s Web version. There are two methods to access the program.

® Method 1: Through the CLU portal
O From the University’s home page (http://www.callutheran.ediclick the
MyCLU link on the horizontal gold bar near the top, or go directly to the
portal using the following Web address: http://www.callutheran.edu/myclu
O Once inside the portal, access email by clicking the Outlook link located on
the horizontal purple bar near the top.

® Method 2: By typing in an address that goes directly to Outlook for the Web:
http://outlook.callutheran.edu

Once inside Outlook use the Navigation Bar on the left side of the screen to access the
functional areas (e.g., mail, calendar, contacts, other).

If unable to access mail after following one of the above methods, the Web browser’s
privacy settings may need to be adjusted. Following steps are for Internet Explorer only:
1. Open the browser and click the following sequence: Tools A Internet Options A
Privacy tab A Advanced button.
2. Uncheck the box next to Overide automatic cookie handling.
3. Click the OK button; click the next OK button also.
Should problems exist after changing the privacy settings, contact the Help Desk.
(helpdesk@callutheran.eaw 805.493.3698)

To forward Outlook Web mail with optimal results, this property needs to be set at the server
administrator level. Users who wish to have their mail forwarded to another/preferred
account should contact the Help Desk at (805) 493-3698. The user will be notified when the
forwarding function has been set.

Users who have a desktop version of Outlook 2003 or 2007 on a computer off campus, can
connect to the Exchange server by completing the following steps:

Go to Start, then Control Panel, then select the Mail icon.

In the E-Mail Accounts window, select Add a New Email Account radio button.
In the Server Type window, select Microsoft Exchange Server, and click Next.
In the E-mail Accounts Window, enter exclfor the Microsoft Exchange Server.
User Name: enter your username; e.g., bjones

Still within the E-mail Accounts window, click More Settings. An error message
will appear indictingi The acti on coul”’dlich@Kt be
In the Microsoft Exchange Server Window, click Cancel.
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8. In the next Microsoft Exchange Server Window, click on the Connection Tab.

9. Select (check box) Connect to my Exchange mailbox using HTTP.

10. Click on Exchange Proxy Settings.

11. In the Connection settings section, enter excl.callutheran.edin the Use this URL
t o c o nwindoavt &

12. Leave only Connect using SSL checked.

13. Check both On fast networks... and On slow networks....

14. In the Proxy authentication settings section, select Basic Authentication from the
drop-down menu. Click OK.

Exchange Proxy Settings E]

Microsaft CFfice Outlook can communicate with Microsoft Exchange Server owver the
Internet by nesting Remote Procedure Calls (RPC) wikhin HTTP packets, Seleck the
prokocol and the identity verification method that you want to use, I you don't know
which options ko select, cantack wour Exchanage Server Administrator,

Connection setkings

IJ=e this LRL ko connect o my proxy server for Exchange:
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[ ] Mutually authenticate the session when connecting with 551

[+]ion Fask networks, connect using HTTE First, then connect using TCP)IF
2n slow netwarks, connect using HTTP Firsk, then connect using TCPJIP

Prouey authentication settings
IJse this authentication when connecting ko my proxy server for Exchange:

Basic Authentication w
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15. Click OK on the Microsoft Exchange Server Window.

16. Click Check Name on the E-Mail Accounts window.

17. In the Connect to excl window, enter clunetusername

18. Enter your password and click OK.

19. If authenticated, the Check Name button in the E-mail Accounts window is grayed
out and your username is underlined. Click Next and click Finish in the
congratulations screen. If not, you’ll get the “The action could not be completed...”
error. Check settings; if the problem is not resolved, call for support.

If you have questions or need assistance, please call the Help Desk at (805) 493-3698 or send an
e-mail to helpdesk@callutheran.edu
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