
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). 

Step 1:   

- Click Start -> Control Panel 

From the Control Panel, click User Accounts, then double-ŎƭƛŎƪ ǘƘŜ άMailέ ƛŎƻƴΦ  

bƻǘŜΥ  LŦ ȅƻǳǊ /ƻƴǘǊƻƭ tŀƴŜƭ ƛǎ ƛƴ άClassic Viewέ ǘƘŜƴ ȅƻǳ ǎƘƻǳƭŘ ǎƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ άMailέ ƛŎƻƴΦ 

 

   

 

Step 2: 

- You will now ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀƴ άE-mail Accountέ ǿƛƴŘƻǿΣ ŎƭƛŎƪ ǘƘŜ άE-mail 

Accountsέ .ǳǘǘƻƴΦ 

 

  



 

Step 3:   

 Office 2003 Instructions: 

 - In the new window, select ά!ŘŘ ŀ bŜǿ !ŎŎƻǳƴǘέΣ ŎƭƛŎƪ άNext.έ 

 - {ŜƭŜŎǘ άMicrosoft Exchange Serverέ ǘƘŜƴ ŎƭƛŎƪ άNext.έ 

 

 

 

 

Office 2007 Instructions: 

- In the ƴŜȄǘ άAccount Settingsέ ǿƛƴŘƻǿΣ ŎƭƛŎƪ ǘƘŜ άNewέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ-left. 

- Lƴ ǘƘŜ άAdd New E-mail Accountέ ǿƛƴŘƻǿΣ ŎƭƛŎƪ άNext.έ  hƴ ǘƘŜ ƴŜȄǘ ǿƛƴŘƻǿΣ ƛƎƴƻǊŜ   

  the dialog boxes and click the checkbox in the lower-ƭŜŦǘ ǘƻ άaŀƴǳŀƭƭȅ ŎƻƴŦƛƎǳǊŜΧέ 

- In the nexǘ ǿƛƴŘƻǿΣ ǎŜƭŜŎǘ άMicrosoft Exchange Serverέ ǘƘŜƴ ŎƭƛŎƪ άNext.έ 

 

 

  



Step 4: 

- In the next window, for the Microsoft Exchange Server, type: calendar.olemiss.edu 

and UNCHECK άUse Cached Exchange Mode.έ  In the next text box, enter your 

WebID ŀƴŘ ŎƭƛŎƪ άNext.έ  You will be prompted for your calendar account password. 

 

Step 5:  

- Congratulations!  You have now setup the Ole Miss calendar server in Outlook.  Click 

άCƛƴƛǎƘέ ƛƴ ǘƘŜ ƴŜȄǘ ǿƛƴŘƻǿΣ ǘƘŜƴ ƻǇŜƴ Microsoft Outlook.  You should notice a 

άCalendarέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ƭŜŦǘΦ  /ƭƛŎƪ ƻƴ ǘƘƛǎ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ ȅƻǳǊ ŎŀƭŜƴŘŀǊ ƭƛǎǘŜŘΦ 

  



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 

ŜǊǊƻǊ ǿƘŜƴ ǘǊȅƛƴƎ ǘƻ ǾƛŜǿ ŀƴƻǘƘŜǊ ǳǎŜǊΩǎ ŎŀƭŜƴŘŀǊΣ ƛǘ ƛǎ ƭƛƪŜƭȅ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǇŜǊƳƛǎǎƛƻƴǎ ǘƻ Řƻ ǎƻΦ 

Step 1: 

 - CǊƻƳ ǿƛǘƘƛƴ hǳǘƭƻƻƪΩǎ /ŀƭŜƴŘŀǊ ǾƛŜǿΣ ŎƭƛŎƪ άOpen a Shared Calendar.έ 

 - Lƴ ǘƘŜ ƴŜȄǘ ǿƛƴŘƻǿΣ ŎƭƛŎƪ ǘƘŜ άNameέ ōǳǘǘƻƴΣ ǘƘŜƴ ǘȅǇŜ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǳǎŜǊ ǿƘƻǎŜ  

   ŎŀƭŜƴŘŀǊ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǾƛŜǿΦ  /ƭƛŎƪ άOKέ ǘƻ ƻǇŜƴ ǘheir calendar. 

 

  



Instructions For Setting Calendar Permissions 

By default, no one will 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. 

Step 1: 

 - CǊƻƳ ǿƛǘƘƛƴ hǳǘƭƻƻƪΩǎ /ŀƭŜƴŘŀǊ ǾƛŜǿΣ ǊƛƎƘǘ-ŎƭƛŎƪ ȅƻǳǊ /ŀƭŜƴŘŀǊ ŀƴŘ Ǝƻ ǘƻ άProperties.έ 

 

  



 

Step 2: 

 -    CǊƻƳ ǘƘŜ tǊƻǇŜǊǘƛŜǎ ǿƛƴŘƻǿΣ ŎƭƛŎƪ ǘƘŜ άPermissionsέ ǘŀōΦ 

- ¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ 5ŜŦŀǳƭǘ ǇŜǊƳƛǎǎƛƻƴǎΣ ŎƭƛŎƪ ǘƘŜ ά5ŜŦŀǳƭǘέ ƴŀƳŜ ƛƴ ǘƘŜ ǘƻǇ 

text-box, and change the Permissions Level appropriately.   (Change it to 

άReviewerέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ŜǾŜǊȅƻƴŜ ǘƻ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ȅƻǳǊ ŎŀƭŜƴŘŀǊ). 

 

- ¢ƻ ŀƭƭƻǿ ǇŜǊƳƛǎǎƛƻƴǎ ŦƻǊ ǎǇŜŎƛŦƛŎ ǳǎŜǊǎΣ ŎƭƛŎƪ ǘƘŜ άAddέ ōǳǘǘƻƴΣ ǎŜƭŜŎǘ ǘƘŜ 

appropriate user, and give them the desired permissions. 

 

 
 


