How to Configure Outlook 2007

For your
New Mail Account

1. Goto control panel. Switch to Classic View.

2. Double Click Mail.

@Qv| » Control Panel »
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Control Panel Home

& Classic View

3. Click Show Profiles button.
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Qj Setup e-mail accounts and directories.

E-mail Accounts...

Data Files

Change settings for the files Outlook uses to
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% store e-mail messages and documents,
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Setup multiple profiles of e-mail accounts an
data files, Typically, you only need one.
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4. Click Add.

General l

‘\{‘@ The following profiles are set up on this computer;

ml Remove Properties Copy...

—ra——
When starting Microsoft Office Qutlook, use this profile:

¢ Prompt for a profile to be used
@ Always use this profile

Iabarber LI

OK I Cancel i Apply ‘
5. Enter a Profile Name. Click OK.

@ Create New Profile E

Profile Name:
|Exchange Labs

6. Enter your name, e-mail address, and password. Click Next.

Auto Account Setup
Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: Falcon, Freddie
Example: Barbara Sankovic
E-mail Address: ffalcon 10 1@students. fairmontstate. edu
Example: barbara@contoso.com
Password: [—

Retype Password: | ===
Type the password your Internet service provider has given you,

[ Manually configure server settings or additional server types

< Back [ Mext = ]I Cancel
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7. You will see a screen like the following:

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
"  Establish network connection
»  search for ffalcon101@students fairmontstate.edu server settings
Log on to server

8. A pop up will ask you to allow the website to configure your settings. Check Don’t ask me about
this website again. Click Allow.

£} Allow this website to configure
_ﬂ ffalcon101@students.fairmontstate.edu server settings?

https:fautediscover-s.outlook. comfautodiscover fautodiscover. xml

Your account was redirected to this website for settings.
YYou should only allow settings from sources you know and trust.

Don't ask me about this website again
4
9. A connection box will pop up. Enter your e-mail address in the User name field and your
password in the Password field. If you wish you can check Remember my password. Click OK.

=

Connecting to autodiscover-s.outlook.com

User name: € ffalcon101@students. fain v ...

Password: sresnsnne

["]Remember my password

o) Cama ]

10. Now you will be prompted to log in to your server. Enter your e-mail address in the User name
field and your password in the Password field and click OK.

Connecting to BL2PRDO0 102.mailbox. outlook. com

User name: € falconidi@students.fain v ..

Password: sessnnas

-
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11. You will get the configuring screen.

Online search for your server settings...

Configuring
Configuring e-mail server settings. This might take several minutes:
\/ Establish network connection

\/ Search for ffalcon101@students.fairmontstate.edu server settings
Log on to server

12. Click Finish.

Congratulations!

Configuring
Configuring e-mail server settings. This might take several minutes:
+  Establish network connection

" Search for ffalcon101@students. farmontstate. edu server settings
\/ Log on to server

Eg Your e-mail account is successfully configured to use Microsoft Exchange.

"] Manually configure server settings

< Back ‘. Cancel

13. If you have more than one mailbox configured on that computer select Prompt for a profile to
be used. Click Apply. Click OK.

General ]

;@ The following profiles are set up on this computer:

abarber -
change

Add... ] Remaove ] Properhas1 Copy... I

When startin utiook, use this profile:
Prampt for a profile to be used
= Always use this profile

Iaharber L]
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