How to configure your profile in Outlook XP

1. Right-click on MS Outlook icon on your desktop (not the Outlook icon on
your Microsoft shortcut bar or on your Quick Launch bar) and click Properties.

If you do not have an Outlook icon on your desktop then you will have to:
Double-click on My Computer

Double-click on Control Panel

Double-click on Mail icon

Then continue directions starting with #2.

Mail Setup - Outlook

E-mail Accounts
@ Setup e-mail accounts and directories.

2. On the Mail Setup — Outlook box, click on the E-mail Accounts button.

i .S

E-mail Accounts
‘ou can change the e-mail accounts and directories that Outlook uses. p

E-mail
" add a new e-mail account

E-mail Accounts. ..

Data Files

o Change settings For the files Outlook uses
ko store e-mail messages and documents.
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Directory .
" add a new directory or address book 4. Click the Next button.

3. Onthe E-mail Accounts box , the default selection under the E-mail section is
“View or change existing e-mail accounts”- leave this as is.

™ Wiew or change existing directories or address books
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E-mail Accounts
‘ou can select an account and change its settings or remaove ik,

Cutlaok processes e-mail For these accounts in the Following order:

Mame | Type | Change...
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Click the Change... button.
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E-mail Accounts

Exchange Server Settings
‘ou can enter the required information to connect to your Exchange server,
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Tvpe the name of your Microsoft Exchange Server computer, For information, see your system
adrninistratar,

Microsoft Exchange Server:  [ZECN

Twpe the name of the mailbox sek up For you by wour administrator, The mailbox: name is usually
wOUF UsEr Name.

User Mame:  |sgresham Check Mame |

Maore Sekkings ... |

< Back I Mext > I

Cancel |

6. Delete the User Name that is listed and key in your login name.

7. Click the Check Name button. (The name should resolve to your first
name and last name with it underlined.)

8. Click the Next button.

9. Click the Finish button on the next box- Email Accounts box (it looks
just like the picture for #5).

10. Click the Close button on the next box- Mail Setup — Outlook box (it
looks just like the picture for #2).

11. Double-click on the Outlook icon on your desktop or shortcut bar.

12. A box will come up stating something about your data location. Click
the Yes button.




