

Setting Up Outlook 2011 to Connect to an @fairfield.edu Mail Account 

With the introduction of Outlook 2011 for Mac and Fairfield’s Exchange 2010 mail server, Macintosh 
users with @fairfield.edu mail accounts can now access their email with the same program at home that 
they do on campus.  The following procedure describes the simple steps to setting up an Outlook profile 
from any location with Internet access. 


1. Launch the Outlook program that can be found in your 

Applications/Microsoft Office 2011 folder.  If you’ve 
never launched the program before, you will see an 
introductory splash screen with an Add Account button 
on the bottom left-hand side of the window.  Click this 
button.  
 
 
If you have already launched Outlook (to set up a Gmail 
account, for instance), you will see a different start 
screen.  Clicking the button to the left of the Exchange 
Account label will have the same effect.  
 
 

2. In the window that appears, enter the following 
information: 
• E-mail address: <your NetID@fairfield.edu email 

address> 
• Method: User Name and Password 
• User name: <your Fairfield NetID> (e.g., jdoe) 
• Password: <your NetID password> 

Make sure the Configure automatically box is 
checked.  
 

3. Click the Add Account button and wait for your 
configuration to complete (this could take up to a minute 
or two).  When the setup is complete, you’ll be at the 
Accounts window, which you can close by clicking the 
red circle in the upper left-hand corner.   
 
You are now ready to start using Outlook 2011.  
 
 
IMPORTANT NOTE: While you will be able to send and receive email, and work with your Calendar, 
from both on and off campus, searching the University directory from within Outlook 2011 WILL NOT 
WORK from off campus.  This is a limitation of the Outlook program at this time.
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