Outlook Mailbox Setup

Once your Outlook Mailbox has been set up by Computing
Services, it will be necessary to properly configure the Outlook
client to begin receiving your mail. Just follow this process to
configure your Outlook 2000, 2002 or 2003 client.

1. Right-click on the Outlook
icon that is on your desktop.
Choose the “Properties”

Open
Cut

Create Shortcut
Delete

selection from the menu. \ Rename
Properties

Mail Setup

E-mail Accounts

Setup e-mail accounts and directories.
: E-mail Accounts... |

2. Click on the “E-Mail

Data Files
Change settings for the files Outlook uses

‘.'_; ' to store e-mail messages and documents.
Data Files...

Profiles
Setup multiple profiles of e-mail accounts

and data files. Typically, you only need
one. Show Profiles...
Close

E-mail Accounts

Accounts” button to
set up an e-mail
account.

3. Choose the option to
“Add __a new e-malil

account”. Click “Next”.

Q%)

E-mail Accounts

You can change the e-mail accounts apddirectories that Outlook uses.

E-mail
(* Add a new e-mail account

" vView or change existing e-mail accounts

Directory
" Add a new directory or address book

™ View or change existing directories or address books

Next > Close




4. Choose the E-mail Accounts

“ 1 Server Type
M I Chr 0S Oft You can choose the type of server your new e-mail acount will work with.
Exchan ge
” . {* Microsoft Exchange Server
w 0 ptl on. Connect to an Exchange server to read e-mail, access public folders, and
H share documents.
Click Next. o T
Connect to a POP3 e-mail server to download
your e-mail.
" IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize
mailbox folders.

" HTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

" Additional Server Types
Connect to another workgroup or 3rd-party mail server.

< Back Next > Cancel

E-mail Accounts @

cxszangeServerSettipgs_ _ 5. Enter in “exchange”
u can enter the required information to connect to your Exchange server. & | n th e s p ace f or th e
Microsoft Exchange
| Server. Enter in your
Microsoft Exchange Server: i:exchange

sername in the space
Type th f the mailb t up fo b dministrator. The mai : . .
yZﬁreus:rTaTne; € MallDoX SETUp Tor you DY your administrator & mal [y pr:‘OVIde(j(:hani CIlI(\:Ik On
the “Chec ame”
User Name:  |username CheckName | < - "
| —[ button. If it is found,

your username will be
underlined, as well as

the server name for your
Meresetngs.. | account . Click Next.

< Back | Next > | Cancel ‘

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

6. Click “Finish” in the next box and your Outlook client has now been
configured to read your e-mail.




