Setup Outlook for the Ole Miss Calendar
(Exchange) Server

NOTE: These screenshots are for Windows Vista with Outlook 2007, however they should still be OK for anyone with
Windows XP and Outlook 2003 or 2007 (unless specifically noted).
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Step 3:

Office 2003 Instructions:
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Step 4.

- In the next window, for the Microsoft Exchange Server, tgakndar.olemiss.edu
and UNCHECK dUse Cached Exchange Mode.€ In the nexttext box enter your
WebIDI Y R Qdxtié du will be prompted for youralendar account password.

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see your system
administrator.

Microsoft Exchange server: I calendar, olemiss.edu
[¥] Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mailbox name

is usually your us
i User Name: |webID Check Name

Step 5:

- Congratulations! You have now setup the Ole Miss calendar server in Outlook. Clic
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Instructions For Viewing Other Calendars

Note: You can only view the calendars of users who have given you permission to view them. If you receive an
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Instructions For Setting Calendar Permissions

By defaultno onewill be able to view your calendar, if you would like to change this setting, and only allow
specific users to view and/or edit your calendar, follow the next few steps.
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Step 2:
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