Creating an Outlook Profile in Office XP

CREATING AN OUTLOOK PROFILE IN OFFICE XP

When using Outlook on CCAC’s Exchange Email Server, you need a Profile to access your Mailbox. The
Profile contains information about the user, what server to connect to and other information like signatures and
default views. You will need to create a profile if more than one user needs to access Outlook on a single PC.

Creating a profile in Office XP is somewhat different from how we created it in Office 2000.
Follow the instructions below for successful creation of profile.

Mail Setup - nseman |

E-mail Accounts

@ Setup e-mail accounts and directaries.

Choose E-Mail Accounts... and

Diata Files follow directions or click on
@é Change settings For the files Cutlook uses Show Profiles ...and it will take you
ko skore e-mail messages and documents, m—— | to the General Tab as shown in next
picture.
Profiles
Setup mulkiple profiles of e-mail accounts
and data files. Tvpically, wou only need
ane. Show Prafiles. . |

Close |

Start>Settings>Mail
Choose Add

General |

@ The Fallowing profiles are sek up on this computer:

=
Add... Remaove Properties | Copy... |
When starting Microsoft Outlook, use this profile;
™ Prompt for a profile to be used
' Always use this profile
IOutIDDk j
(] | Cancel Apply | Help |

Nancy Seman 1 7/30/022



Creating an Outlook Profile in Office XP

@ Create Mew Profile

Prafile Mame:

Enter user ID
Click on OK

Zancel |

Ijkjrker

E-mail Accounts

E-mail Accounts

¥ou can change twa Outlook uses,

E-mail
" add a new e-mail account

% ¥iew or change existing e-mail accounts:

£ Add a new directory or address book

€ Wiew or change existing direckories or address books

< Back I Mewut » I LCloze |
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E-mail Accounts

Server Type
You can choose the type of server vour new e-mail acount will wark with,

* Microsoft Exchange Server

Conneck to an Exchange server ta read e-mail, access public Folders, and
share documents.

" POP3
Connect o a POP3 e-mail server to download
wour e-mail,

" IMAP
Conneck to an IMAP e-mail server to download e-mail and synchronize
mailbox Folders.

" HTTP
Connect to an HTTP e-mail server such as Hokmail bo download e-mail and
synchronize mailbox Falders.

" additional Server Types
Connect bo another workgroup o 3rd-party mail server,
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Cancel
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Select “View or Change existing e-mail
account” if user had an account in Office
2000.

Click on Next

If there has never been a profile created
click on “Add a new e-mail account.”

Choose Microsoft Exchange Server
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Exchange Server Settings
You can enter the required information to connect to your Exchange server, p

Tvpe the name of vour Microsoft Exchange Server computer, For information, see vour syskem
administrator.

Microsoft Exchange Server: Ico—93.ccac.org

Type the name of the mailbox set up For vou by your administrator. The mailbox name is usualky
wour USer Name:,

Uset Mamne: Isballowl Check Mame |

More Settings ... |
< Back I Mewt » I Cancel |
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Congratulations!

¥ou have successfully entered all the information required to setup your account,

To close the wizard, click Finish,
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Microsoft Exchange Server
BO, NO, SO and All Centers
use this profile:
co-e3.ccac.org

AL, CO, VAC, DTC and HOMEWOOD
use this profile:
co-e2.ccac.org

Name is user ID (first initial - full last name)

You can click on Check name and it may
come back with an underlined name.

Click on Next

Click on Finish
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