Configuring Microsoft Outlook 2003 on a PC

Double-click the Microsoft Outlook icon and the following window will open:

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

O ‘Wiew or change existing e-mail accounts

Directory

(O add a new directory or address book
(O Wiew or change existing directories or address books
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Select Add a new e-mail account and click Next.

E-mail Accounts

)

Server Type
‘ou can choose the bype of server wour new e-mail account will work with,

(=) Microsoft Exchange Server:

Connect to an Exchange server to read e-mail, access public Folders, and share
docurents.,

) POP3
Connect to a POP3 e-mail server to download wour e-mail.

) IMaP
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
falders,

{JHTTP
Connect to an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

() additional Server Types

Connect ba another workgroup or Srd-party mail server,
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Select Microsoft Exchange Server and click Next.
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E-mail Accounts

Exchange Server Settings
‘fou can enter the required information ko connect ko wour Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
systern administratar.

Microsoft Exchange Server: |mail.asdk12.org
[iise Carhed Exchange Mode:

Type the name of the mailbox set up For you by your administrakor, The mailbox name
iz usually vour user name.

User Marme! ||-E'5t_':if5t | Check Narmne

Moare Settings ...
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Complete the fields as seen in the example above. Be sure to uncheck the box and
type your user name. Click Check Name. The server name should appear as
XM#.asdk12.org and your name should become underlined. Click Next.

Click Finish on the next screen, then OK.
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When the Mailbox opens, click Tools and select Options.



QOptions

Preferences | Mail Setup | Mail Format | Speling | Security | Other || Delegates

E-mail Accounts

Set up e-mail accounts and directories,

E-mail Accounts...

Set send and receive settings for e-mail messages and documents.

Send immediately when connected Send/Receive, .,

Change settings for the files Gutlook uses to stare e-mail messages

.
JQ}_},‘ and documents,
] Data Files...

Dial-up
/u’;;' Contral how Outlaok connects ka your disl-up accounts,

Send/Receive

Data Files

(¥ Warn before switching an existing dial-up connection
() Always use an existing dial-up connection

[J automatically dial during a background Send/Receive
Hang up when Finished with a manual Send/Receive
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Click the Mail Setup tab, then click Data Files...

Outlook Data Files

X

Data Files

Select a data file in the list, then click Settings for more details or click
Open Folder to display the folder that contains the data file, To move or
copy these files, you must first shuk down Qutlook,

MName Filenarne Comment

Close

Click Add...

New Outlook Data File

x]

Types of storage;

Drescripkion

Provides more storage capacity For items and Folders,
Supports rultilingual Unicade data. Mot campatible with
Cutlook 97, 98, 2000, and 2002,
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Select Office Outlook Personal Folders File (pst) and click OK.



Create or Open Outlook Data File @
Savein: |@ Qutlook. v| @ Q@ K B Toos~

?-[“:

Deskkop

My Documents

Iy Metwork
FPlaces

File narne: |Personal Folders|pst hd | [ 8 J

Save as bype: |Parsonal Folders Files {*.pst) e | Cancel

Click OK.

Create Microsoft Personal Folders rg|
File: | Ci\Documents and Settingshott_wendwiLocal |
Mame:

Faormat: | Personal Folders File |

Encryplion Setting

() Mo Encryption
() Compressible Encryption
() High Encryption

Password

Password: | |

Werify Password: | |

[ 5ave this passward in your password list

It is not necessary to enter a password in this window. Click OK, then click Finish.
Personal Folders will now appear in your Outlook mailbox.



