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The following instructions illustrate the steps in configuring your Outlook 2003 client to connect 
to the City of San Jose’s Exchange Servers: 
 
You should only perform these steps after you have successfully connected to the City’s network, 
either through direct network connection or through remote access and connected through a 
secure connection such as VPN (Virtual Private Network). 
 
Start by bringing up the configuration screen for Outlook.  There are 3 ways to proceed with this. 

Method 1 
If you have never configured you Outlook Client before: 
 

1) Double click on Outlook to launch the Outlook Startup Wizard screen. 
 

2) Click Next 

 
 

3) Select Yes and click Next 
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4) Select Microsoft Exchange Server and click Next 

 
 

5) Type in ex01 in the Microsoft Exchange Server field. 

 
 
Unselect Use Cached Exchange Mode 

 
 
Under User Name field, type in your last name, then your first name, separated by a 
comma (as shown in the diagram above); then hit Check Name button 
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You will be prompted for your City network credential; enter your domain, username and 
password in the following format: sjcity\first.last and then your password that you use to 
login on your city computer. 

 
 
Once you successfully connect to the city’s exchange server and when it has resolved 
your name, you will see a similar screen as below with the entries underlined; click Next 

 
 

6) Click Finish 
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Method 2: 
1) Go to Start > Control Panel 

             
 

2) Switch to Classic View if you are not in Classic View 

 
 

 
 

3) Double click on Mail to go to Mail Setup - Outlook 



   
 

Remote Access – Configuring Outlook 2003 
 

Last modified:  June 4, 2007  Page 5 of 8 

(408) 793-6900 
Helpdesk@sanjoseca.gov 

4) Click on E-mail Accounts… 

 
 

5) Select Add a new e-mail account and click Next 

 
 

6) Select Microsoft Exchange Server and click Next 
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7) Type in ex01 in the Microsoft Exchange Server field. 

 
 
Unselect Use Cached Exchange Mode 

 
 
Under User Name field, type in your last name, then your first name, separated by a 
comma (as shown in the diagram above); then hit Check Name button 

 
 
You will be prompted for your City network credential; enter your domain, username and 
password in the following format: sjcity\first.last and then your password that you use to 
login on your city computer. 
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Once you successfully connect to the city’s exchange server and when it has resolved 
your name, you will see a similar screen as below with the entries underlined; click Next 

 
 

8) Click Finish 

 
 
9) Click Close 
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Method 3: 
 

1) Go to Start 
 

2) Right click the Outlook icon and select Properties 

 
 

3) Repeat steps 4 through 9 of Method 2. 
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