
 

How to Configuure Microssoft Outloook 
For Usee with Norrthland Exxchange Seerver 

 
Creaate a new Outlook profilee 

1. Open CControl Pannel > User AAccount > MMail. 
2. Click SShow Profilee…. 
3. If a proofile already exists, you mmay choose too use that proofile by 
selecting it and clickinng Propertiees, or you maay choose to Add… 
a new proofile. 

NNote: For moodifying an exxisting profille, see the secction 
enntitled, “Moddifying an exxisting profilee.” 

4. Click AAdd… 
5. Create a name. Reccommended nname is Northland. 

 
Folloow the Add NNew Accounnt wizard 
IMPPORTANT: If you are loogged onto a Northland-oowned compputer, 
the nnew account wizard will aautomaticallyy configure OOutlook with the 
correect Northland settings. Click Next annd Finish to complete thee 
process. 
 
Fill oout the Add NNew Accouunt form withh the information you recceived 
with your accounnt. 

1. Your NName: Namee you want too appear on ee-mails. 
2. E-maill Address: Yoour Northlannd assigned ee-mail address. 
3. Passwoord: The passsword for yoour Northlandd account. 

 
Oncee the form iss completed, click Next tto continue.                                  Figgure 1: Add NNew Account window
You may receive a dialog boxx asking for yyour account
inforrmation. If soo, supply thee username inn the format
nmi\i\[usernamee]. 

Note: WWindows Vistaa and 7 userss will need too select Use aa 
different account t in order to do this. 

Clickk OK to finissh the wizardd. 
Outllook will autoomatically miigrate all of NNorthland’s mmail to Outloook. 

Figuure 2: Windoows 7 Passwword windoww 
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Modifying an existing profile 
If you already have an existing Outlook profile, you can either add your Northland e-mail to the profile or modify 
the Northland account in your existing profile. 

1. Click the New button to add an additional account. 
NOTE: If you already have a Northland account specified in the profile (denoted by the type 
Microsoft Exchange in the type column in the E-mail Accounts window), you can modify it by 
clicking Change. 

2. Select E-Mail Account from the Add New Account window. 
3. Follow steps 1-3 under Follow the Add New Account Wizard. 

Adding Outlook Anywhere 
If you wish to enable Outlook access off 
campus from your existing account, you will 
need to configure Outlook Anywhere. 

1. Open Control Panel. 
2. Open Mail. 
3. Click the E-mail Accounts button. 
4. Select your Northland email account from the 

list and click Change… 
5. In the Change Account windows click More 

Settings. 
6. Select the Connection tab, check Connect to 

Microsoft Exchange using HTTP check 
box, and click Exchange Proxy Settings. 

 
7. Verify that all settings are listed as shown below: 

a. Connection Settings: mail.ni.edu 
b. Check: Connect using SSL only. 
c. Check: Only connect to proxy servers… and paste: 

msstd:mail.ni.edu into the field below. 
d. Check: On fast networks, connect using HTTP first 

then connect using TCP/IP. 
e. Check: On slow networks, connect using HTTP 

first then connect using TCP/IP. 
f. Proxy authentication settings: NTLM Authentication. 
g. Click OK on the two open windows. 
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