How To setup your email.

Logon to the PC you will be using and start the OUTLOOK email
program. Click Next

Outlook 2003 Startup X

OQutlook 2003 Startup

‘Welcome to the Outlook 2003 Startup wizard, which will
qguide you through the process of configuring Outlook
2003,
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Select Yes to configure an email account, click next.

Account Configuration &

E-mail Accounts

Yfou can configure Cutlook to connect ko a Microsoft Exchange Server, Internet
E-mail, or other E-mail server, Would you like to configure an E-mail account?
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Select Microsoft Exchange Server for server type, click next

E-mail Accounts &\

Server Type
‘You can choase the bype of server your new e-mail account will wark with,

O

C
documents,
Opor3
Connect ko a POP3 e-mail server to download your e-mail.
O Map
Connect bo an IMAP e-mail server to download e-mail and synchronize mailbox
Folders.
QO HrTR
Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbax folders,
(O additional Server Types
Connect ko anather workgroup or Srd-party mail server.

r to read e-mail, access public folders, and share
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Type Exchange for the name of the MS Exchange server. Enter your
username (usually first initial + lastname) and press Check Name.
Click Next.

E-mail Accounts b_(‘

Exchange Server Settings
‘You can enter the required infarmation o connect ko your Exchange server.

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

Microsoft Exchange Server: ‘EXCHANGE
Use Cached Exchange Mode

Type the name of the mailbox set up For you by wour administrator, The mailbox name
is usually wour user name.

User Mame: ‘]gﬂnzales| | [ChecEName ]

More Settings ...
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Click Finish and Outlook will open to your Email account.

E-mail Accounts

Congratulations!

*ou have successfully entered all the information required to
sebup your account.

To cloge the wizard, click Finish.

Your Email account should now be ready to use.

If you encounter any problems or need assistance, please contact the
Technology Dept at Ext 1425.



Saving Email to your My Document’s folder

Your Outlook mailbox is limited in size. If your mailbox becomes full,
then your email service will shutdown. The best way to save
important emails that you want for future reference is to create a PST
file in your My Documents folder. Here’s how:

1. Open Outlook. From the Menu select FILE=>New...=>Outlook Data

File

2. For Type of storage, select ‘Office Outlook Personal Folders File
(.pst)

New Outlook Data File

Types of st:rage

x

ALtlook Pa i s
Outlook 9? 2002 Personal Folders F|Ie (pst)

Description

Provides more storage capacity for items and folders.
Supports multilingual Unicode data, Not compatible with
Cutlook 97, 98, 2000, and 2002,
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3. For Save in: select My Documents. For File name: pick a name for
your file. For example, mine is for all my SY0708 email so | named it
‘Joe’sSY0708.pst’.

Create or Open Outlook Data File

Save in: |urJ My Documents ~ | ® -3 |Q X [y £ - tonls -
P DABLE Inc Dlogs DTMS 20
[ﬁ 2 Agendas D Meeting Motes D Toshibe
Desktop (DBudget 06-07 My Data Sources DWehEx
DCisco My Music E35chool I
B2 Correspondence EMy Pictures
L =CyberLink EBMy Shapes
My DOCUMENtS | e 0 21l Archiving Info DMy Techdesk
Erate 2007 BBty Videos
S\g DEthereal Results DMy Virtual Machines
My Camputer | | DExchange- How To DMetwork Info
_ DForms D0utlock PSTs
‘g EGhosting [DRequisitiors
B Irwentory DSecurity
My Netwo... | 3| jcensing B5tandard Operating Procedures
ELists D Technology M Size: 2.64 MB
3 Files: Add ITS Tech Group o
T
File name: - | I oK I
Save as type: | Personal Faolders Files (*.pst) - | [ Cancel I




4. Select afile security level. If you select encryption and a
password, be sure it is one you will not forget! Otherwise, select No
Encryption and leave password blank.

Create Microsoft Perso..

Eile: | DYy DatalJoe's SYO708.pst

Narme: |Per50mal Folders |

Farmat: | Personal Folders File

Encryption Setting

O comp Encryption

(O High Encryption

Fassword

Password: ‘ |
serify ‘ |

[zave this password in your password list

5. You will now see a ‘Personal Folder’ in the lefthand column of your
Outlook program

B Inbox - Microsoft Outlook E|@
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[ Inbox (39) (- (i Postmaster@integrane.., DELIVERY FAILURE: User rnduffield (rmduffield@integranetc... Thu 7/19/20,., 28 KB
3 Unread Mail (39) -] SearchStorage.com Tip: Utilities to help with disk partitioning issues Thu 7/19/2... 11 KB
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Within this file you can create sub-folders and then drag-n-drop all
your important emails from your Inbox, Sent Items, Deleted ltems,
etc, into your new PST file. When you backup your My Documents
folder, you will be backing up your PST file as well. Yes!



Mailbox Maintenance

Your mailbox will get full of email over time. Itis important that you
cleanout your mailbox on aregular basis. For example, itis
important to delete mail from your Sent folder and Deleted Items
folder regularly. Here’'s how:

1. First, if you have important emails in these folders that you
wish to save, drag-n-drop these into the PST file that you have
created per the instructions in ‘Saving Email to your My
Documents’.

2. Open the Sent Items folder. Select all the files in the folder by
pressing Ctrl + A. Press the DELETE key to delete all the files.

3. Open the Deleted Items folder. Select all the files in the folder
by pressing Ctrl + A. Press the DELETE key to delete all the
files.

If you encounter any problems or need assistance, please contact the
Technology Dept at Ext 1425.
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