OUTLOOK - PROFILE

How to create a profile in Outlook
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3. Click show P rofiles @ Setup e-mail accounts and directories.

E-mail Accounts...

Data Files

Change settings for the files Outlook uses

ta store e-mall messages and documents,
Data Files...

Profiles
Setup multiple profiles of e-mail accounts
and data files. Typically, vou only need

one, Show Profiles...
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4. Click add and type in the name of the person LB it e et
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the profile is for. e e
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Note: This can be any name the person wants.
It is the name that will show up in the select

. . rosoft Outlook, use this profile: when starting Microsoft Outlook, use this profile:
profile window when Outlook starts. o e e £ prompt foraprofl toba sed

" Always use this profile € Always use this profile
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5. Select add a new

e-mail account and

click next. e o ane
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Server Type
You can choose the bype of server your new e-mail acount will work with,

@ Microsoft Exchange Server
Cannect to an Exchange server ta read e-mail, access public folders, and
share documents.
< POP3
Connect to a POP3 e-mall server ko download
your e-mall.
 map
Connect to an IMAP e-mail server to download e-mail and synchronize
6. Select Mi ft Exch S d click bl
. Select Microsoft Exchange Server and click next. « wre
Connect o an HTTP e-mail server such as Hotmall to download e-mail and
synchranize mailbox Folders.
" additional Server Types
Connect to another workgroup or 3rd-party mai server.
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7. The servername is sccdmail. T
(I m portant there IS no Space It IS a” One WO I’d .) ) %ou can enter the rEqulrEd infarmation to connect to wour Ex(hange SEFVEr,

Type the name of your Microsoft Exchange Server computer, For information, see your system
administrator.

8. Type yOUr fu” name. Microsoft Exchanae Server: W

19
Tvpe the name of the mailbox set up For you by your administratar. The mailbox name is usually

(important: spell your full name exactly the way it Y s
appears legally. It is not case sensitive, however if = = | oo Dos _heckniame |
the user uses a middle initial, that must be included.) Your st name and last name go here

Note: Easy way to check this if you are having a problem e
is to have someone check the Outlook address book and ' sl |
make sure that the name is spelled correctly.

9. Click check name. If username is typed correctly the server name and username will be underlined.

10. Click next
Note: If you are unable to get past this point, call NEED x6333 and a technician will help you.

11. Click next. At the next window click finished and the profile is completed. You can now launch Outlook and
login with the profile you just created.




