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Install Outlook 2011 for Mac

Download and install the Casper Client, download and install Outlook 2011, and configure Outlook

*Note: Outlook 2011 for Mac will only work with @depaul.edu mail accounts that have been
migrated from Exchange 2003 to Exchange 2010. Do not install Outlook 2011 until your account
has been migrated. Once your account has been migrated, you will no longer be able to use
Entourage 2008 and will need to upgrade to Office 2011.

o ind Fw View Go 8no About This Mac
1. From the Apple menu, click About About This Mac ;
. Software Update. |4 A~
This Mac. Check to make sure your App Store... | (
. . . . v N
operating system is version is 10.5.8 System Preferences...
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2. Loginto Campus Connect. Navigate to For Employees

-> File and Print -> IS Files -> For Mac -> Casper. DR MAC

Click Here

3. Read the disclaimer. If the computer you are using is

a DePaul owned workstation, click Ok. e

4. Click Casper_Agent_Installer.zip.

Open in Finder (?\‘\

About Downloads m

Click Here
5. Inyour dock, click Downloads then ~ i ?
Casper_Agent_Install.pkg. ~ T agl
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Select a Destination
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. . introduction q Il software.
6. Click Continue. P
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9. Wait 10- 15 minutes.

10. Navigate to your
Applications folder and
double click on Self Service.
If you do not see Self Service
yet, you may need to wait a
few more minutes.

aoo (5% Applications
(<> ] A = EDIERIER Q
FAVORITES Name &| Date Modified Size Kind
— ) Wzl Image Capture Oct &, 2011 12:25 AM 3.4 MB Applicatiol
- All My Files + iMovie Oct 8, 2011 12:30 AM 695.3 MB  Applicatiof
2 AirDrop T iPhoto Oct 8, 2011 12:30 AM 1L11GE  Applicatiol
[ Desktop W iTunes Ot B, 2011 12:25 AM 155.2 MB Applicatiol
T |#) Launchpad Oct &, 2011 12:24 AM L1ME  Applicatio
(i porary
— = Mail Oct &, 2011 12:25 AM 60.4 ME Applicariol
'@ McAfee Security Nov 28, 2011 2:07 PM L6ME  Applicatiol
[f) Documents . MeAfessecurityUninstalier Nov 29, 2011 2:07 PM 74KB  Applicatiod
SHARED ® . Microsoft Office 2008 Oct 17, 2011 2:46 PM -— Falder
- Bl mission Control Oct 8, 2011 12:25 AM 398 KB Applicatiol
Ritasinin B Photo Booth Oct 8, 2011 12:25 AM 9.9MB  Applicatio
- W Previea Oct 8, 2011 12:25 AM 42,3MB  Applicatiol
§ = Biimb @ Quic Oct &, 2011 12:25 AM 25.EME  Applicatiol
g =i . Oct &, 2011 12:25 AM Applicariol
Aug 11, 2011 4:00 PM i
Tt B Stickies S Oct 8, 2011 12:25 AM 3.5ME  Applicatiol
W - E& System Preferences Oct 8, 2011 12:25 AM 1.7 MB Applicatiol

11. Double click on the Office 2011 folder.

12. You will notice that the installation is in

progress.

13. Once the installation is
complete, you will see
Microsoft Office 2011 in your
Applications folder.

14. Click on the arrow on the left
of Microsoft Office 2011 to
expand the list. You can see all
the Microsoft Office
applications here.
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3 McAfee Security

- AfeeSecurityUninstaller
‘osoft Communicator

frosoft Messenger
Microsoft Office 2011
P [l Additional Tools

## Microsoft Document Connection

X Microsoft Excel
! Microsoft Outlook

8eno (35 Applications
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FAVORITES o Name: | Date Modified
=) All My Files < IMovie Oct 8, 2011 12:30 AM
@ Aidrop % iPhoto Oct 8, 2011 12:30 AM
@ Tunes Oct 8, 2011 12:25 AM
il Desktop @ Launchpad Oct 8, 2011 12:24 AM
&} temporary & Mall Oct 8, 2011 12:25 AM

Nov 29, 2011 2:07 PM
Nov 29, 2011 2:07 PM
Today 4:29 PM
Today 4:29 PM
Today 4:32 PM
Today 4:27 PM
Today 4:32 PM
Today 4:32 PM
Today 4:32 PM
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15. To make Outlook more accessible,

uu Applications

M = TN IER

. . . ). . FAVORITES _ Name gé';_h_f"f‘_'_hfg___ —
click the application’s icon and drag it E All My Files  iMovie Oct 8, 2011 12:30 AM
to your dock. You can repeat this L ANEp i oot i1 T

. . .| Desktop ne
step for any other applications that - o i

you access on a regular basis.
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Nov 29, 2011 2:07 PM

C Microsoft Communicator Today 4:29 PM
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d118-703 = Additipnal Tools Today 4:27 PM
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d118-703. | Click and Drag

bft Excel

Today 4:32 PM

déqymfjl Microsoft Outlook Today 4:32 PM
d6rtwtk1 Microsoft PowerPoint Today 4:32 PM
d73kyfk1 rosoﬂ Word Today 4:32 PM
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16. Double click to open Outlook.

17. Select Create new settings and
click Continue.

You can use existing settings or create new settings to personalize your copy of
Office for Mac. Settings contain sets of information, such as clips you have saved and
the name or Initials in comments.

@ Use existing settings

© Create new settings

A

Continue
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18. Enter your first and last name. Offica - mac™

19. Enter DePaul University in the
Company name field.

Enter the following information to personalize your copy of
Office for Mac.

First name:* JEGE Sample|

Last name: J[s[T13

(oLl ELLET TR DePaul University

| Co Back | | Continue

20. Select Yes, to keep Office for Mac
up to date. You can decide whether
you would like to join the Customer

. Keep Office for Mac up to date?
Expe”ence Im p rove ment PrOgra m. The latest Office for Mac updates will download periodically.

Click Continue. Oves
@ No

‘mac=

Join the Customer Experience Improvement Program?
Anonymous information about how you use Office for Mac is collected automatically.

@ Yes
© No

Register
Go online to and learn more about Office for Mac.

—

| Continue ]

21. Check the box to Make
Outlook the default
program for e-mail.

22. Click Continue.

Continue |
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23. Click Exchange Account.

Enter your complete @depaul.edu e-mail
address in the E-mail address field.

24.

Leave Authentication method set to User
Name and Password.

25.

Enter your Campus Connect User ID in
the User name field.

26.

Enter your password in the respective
field.

27.

28. Select Configure automatically.

29. Click Add account.

After the account is configured, you
can close the Accounts window.

30.

You will see your Inbox and are ready
to use Outlook 2011!

31.
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Accounts

Add an Account

To get started, select an account type.

Click Here

Exchange Account

Microsoft Exchange accounts are used by corporations and
other large organizations.

E-mail Account

= POP or IMAP e-mail accounts Include those from Internet
service providers, or from e-mail services such as AOL, Gmail,
MobileMe, Windows Lve Hotmaill, Yahoo!, and others.

Learn about adding accounts

Enter your Exchange account information.
E-mail address: | jjones@depaul.edu
Authentication e o s T T
Method: | User Name and Password =
User name: jjones

Password:
(¥ Configure automatically

Cancel |
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