Setup for Entourage to connect to your OCU Email

Click on Accounts in the Tools drop down

menu
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Schedule “Send & Receive All" will run in 7 minutes -

Click the new button at the top of the accounts window
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Type your email address in the word box and select the “My Account is on an Exchange

Server” check box

For User ID: Type your username
For Domain: Type “okcu.edu”
For password: Type your password
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After you have done that click the blue next arrow at the bottom of the screen

Once it has detected your settings click on the next arrow at the bottom of the window
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Click the right arrow to continue.
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The window will now display a lot of information about your account, however, one box
in the middle of the page, the “Exchange Server:” box will be empty. In this box type
email.okcu.edu and in the box that reads “Account ID:” make sure that your username
appears without “@okcu.edu” after it. If this does appear after your username delete the
extra parts so it looks like the picture below. Then hit the next arrow at the bottom of the

screen.
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When the next screen appears click on the verify button at the top of the window
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If you want to verify your account settings, make sure your computer

is connected to the network, and then click Verify My Settings.
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Click the right arrow to continue. |
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Once it finishes verifying, if it completed successfully click the next arrow, if it did not
click the back arrow and make sure your settings resemble those in the pictures in this

document

All you have to do know is name your what you like and hit the finish button. You should
now be able to get your OCU email.



-

@ Entourage File Edit View Message Format Tools Window Help #
GYE (&) Mail |
- =3 === %New » - - = @ Junk A AR Categories ™ Projects ~
‘ @ﬂ ‘ '-":-: @ Inbox Subject _: starts with _: Search

Mail Address Calendar
Boaok
e
: =
i
Motes Tasks Project
Center

4lll Hide Folders

v i'é Folders on My Comr

L A
Drafts
Outbox

*5
s
&
ey
Calendar

=

E  Microsaft News Sery
> m Mall Views

c—

Inbox (1)

Sent Items
Deleted ltems
Junk E-mall

Address Book

Ve »

1 item displayed, 0 selected

Arrange By: Sent

Mewest on top ¥

V2 veanks nge (L))
L= The Microsoft Mac ... 2/17/06 I
‘Welcome to Micr 6 ﬁ ﬁ

Account Setup Assistant

[T

Setup Complete
&
Your mail account has been created successfully and is ready for use.

Please type a name for this account. This name is used only for
display purposes.

Tao save these settings, click Finish.
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