Outlook 2007 Setup Guide
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· Start Outlook 2007.  When prompted with the startup screen, click Next.
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· Make sure Yes is selected, and click Next.
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· Check “Manually configure server settings or additional server types” and click Next.
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· Select “Microsoft Exchange” and then click Next.
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· In the first input box, type: exevs01.its.uncc.edu
· In the second input box, type in your full UNCC email address.
· Click Check Name to verify that the information provided is correct.
· If Outlook throws an error, please check to make sure all information is correct, then click Check Name once again.
· Once all information is filled in and verified, select Next.
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· If you see this screen, all credentials were correct and you can connect to the server. Click Finish.
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· For the username, type: “unccharlote-nt\username”.  Substitute username with your Login ID.
· Fill in your 49er password in the Password input box.
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· When this prompt appears, type out your full name i.e., “John Doe” and your initials. Click OK.
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· Lastly, select all the Privacy Options you would like, and click OK.
That’s All…
Once you have completed this Setup Guide, you should be able to access your 49er email through Outlook 2007.  Since you are using the exchange server, any changes made via Outlook 2007 (such as Delete Email, Flag Email, or Calendar Updates) will be reflected on the web version: http://uncmail.uncc.edu and on the server itself. 
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