
Welcome to Exchange with Microsoft Office Outlook 

Exchange is Microsoft's messaging system that provides e-mail, calendaring, and other features.  It resides on 
a server rather than on your computer.  Because of this, you'll never see an Exchange application on your 
computer.  Instead, you will use a standalone application, such as those included in Microsoft Office Outlook 
(2003 or 2007). 

These applications allow you to access your Exchange account with all of its powerful features:  

 maintain your e-mail with folders and anti-spam filtering 
 keep a personal calendar and schedule meetings with others 
 manage your contacts and tasks 
 use shared calendars, e mail groups, and task lists for collaborative projects 
 delegate (or proxy) your e-mail and calendar 
 sync with a PDA (such as a Palm) 

Gett ing Started: Your Exchange/Windows Active Directory 
Password 

Before you can use your Exchange account, you must have a Windows Active Directory password.  This is 
also your Exchange password.  

Connect to https://accounts.www.umich.edu/kpasswd/. 

HINT: Cfdbvtf zpv'sf nbljoh b tfdvsf dpoofdujpo, cf tvsf up bee bos bgufs ªiuuq¸ (https). 

Log in with your uniqname and UMICH Kerberos password. 

 

https://accounts.www.umich.edu/kpasswd/


Connecting Outlook to the Exchange Service 

DON'T CONFIGURE IN OUTLOOK: Please do not use the Outlook configuration wizard to set up your 
Exchange account.  

Open Mail Settings 

To begin, open the Mail Settings window and 
click Show Profiles.   

 

 

Jo uif Qspgjmft xjoepx, dmjdl Beeº 

 

 

Give the profile a name, such as Exchange or 
Outlook Anywhere. 

 

 



You will now access the Email Accounts wizard.  Follow the steps in the following screenshots. 

 

 

The settings from this point forward will depend on whether you are configuring Outlook on or off campus. 

On Campus Server Settings 

In the Exchange Server Settings window:  

 



Off Campus Server Settings 

Because the configuration is easier, we recommend that you set up your laptop while you are on campus. 
However, if you are not on campus, you need to use the steps provided here. 

In the Exchange Server Settings window, it's important that you enter the server address exactly: 

eclust2-vs3.adsroot.itcs.umich.edu 

 

When you receive this 
error message, click OK.  

 

 

In this Microsoft Exchange Server window, 
click Cancel.  

 

 



In the next Microsoft Exchange Server window:  

 

 

 

 

DIAL-UP NOTE: If you will 
be using a dial-up connection 
but have not already 
configured your computer for 
one (or wish to create a new 
one), click Add (not shown in 
this picture; it's located behind 
the pull-down menu) and 
follow the New Connection 
Wizard.  Then select your new 
connection from the pull-
down menu. 

 

In the Exchange Proxy 
Settings window:  

 



Click OK until you return to the Email Accounts window.  

 

Authenticating and Completing the Setup 

If you are prompted to authenticate: 

 

WARNING! NEVER dmjdl uif ªSfnfncfs nz qbttxpse¸ difdlcpy.  Doing so allows anyone 
gaining access to your computer to use your Exchange account.  Among other things, that person can 
read your e mail and could send malicious messages in your name. 



There will be a short delay after clicking Check Name (and authenticating, if required), then the information 
in the Exchange Server Settings window will change.  

 

Click Next and then Finish in the Congratulations window.  If you receive the following error screen, click 
Yes and proceed with the following steps.  

 

Back in the Mail Setup window:  

 



In the E-mail Accounts window:  

 

If you are not logged into your Exchange account, you will receive the log in window. 

In the next E-mail Accounts window:  

 



Accessing Your Email 

MAKE SURE YOU GET YOUR EXCHANGE E-MAIL: E-mail sent to you from other Exchange users is 
available only in your Exchange account, whether you check this account with Outlook, Entourage, or 
webaccess.  If you sometimes read your messages in other e-mail programs ° such as the web-based 
web.mail.umich.edu ° you will not see messages sent to your Exchange account.  This can be confusing, 
because you'll always see e-mail sent to you at youruniqname@umich.edu in both Outlook and other U-M e-
mail services.  

Using Windows 

Start Outlook:  

 

WARNING! NEVER dmjdl uif ªSfnfncfs nz qbttxpse¸ difdlcpy/ Doing so allows anyone 
gaining access to your computer to use your Exchange account.  Among other things, that person can 
read your e mail and could send malicious messages in your name.  

Using Outlook Web Access (OWA) 

Point your web browser to https://exchange.umich.edu.  

At the login screen:  

 

SECURITY NOTE: If you are:  

 not using your personal computer, leave the Public or shared computer radio button selected.  For 
your security, if you have not sent or received e-mail for 30 minutes, you will be disconnected.  

 using your own computer, click the Private radio button.  You will not be disconnected unless your 
account has been inactive for 24 hours.  

http://web.mail.umich.edu/


Using Brightmail to Control Spam 

Exchange uses the Brightmail spam detection system.  To take advantage of Brightmail, you need to 
configure Entourage or Outlook. 

NOTE:  No spam filter is perfect.  Brightmail captures most suspected spam and moves it to the appropriate 
folder.  Some messages may slip throught he filter and arrive in your Inbox.  Likewise, some legitimate 
messages may accidentally be caught by the Brightmail filter.  You should periodically check your spam 
folder to verify that it does not contain any genuine email messages.  

Outlook for Windows 

USING MORE THAN ONE COMPUTER?  Outlook stores the Brightmail settings on the Exchange server, 
so you only need to configure Brightmail once.  The Brightmail rule will work on any computer you use, as 
well as when you access your account via the web. 

Open Outlook and log in.   

From your Inbox, select Rules 
and Alerts from the Tools menu. 

 

 

Select New Rule. 

 

 

Choose the rule template. 

 

 



First select the conditions to 
check: 

 

 

Modify the rule description, 
starting with the Search Text 
condition: 

 

 

Enter the following text 
string exactly:  X-Spam-
Flag: YES  

 

 

Next edit the folder in the rule 
description: 

 

 



Have spam delivered to the Junk E-
mail folder. 

 

 

Click Next through the windows until 
zpv sfbdi ªGjojti svmf tfuvq/¸ Hjwf
the Rule a name, make sure the rule is 
turned on, and review the description.  
Click Finish. 

 

If you create other rules, this rule must always be the first in the list in order to take full advantage of 
Csjhiunbjm't tqbn efufdujpo tztufn/ 

 


