Setting up Outlook 2007

1. Click on Start > Control Panel
2. Double click on ‘Mail’

You may automatically go into the wizard (step 4) or you may get this screen.

3. Click Add.
General l

@ The Following prafiles are set up on this compuker;

Add... Remove Properties Copy...

When starting Microsoft Office Cutlook, use this profile:
" Prompt for a prafile to be used

¥ Always use this profile

Caklonk, ﬂ

K Zancel | |

4. Give the New profile a name, like Harriet or George. Then click OK

Hew Profile E'

v o
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Create Mew Profile

Profile fame:




5. Check the “manually configure server settings or additional server types” box. Click Next.

(X

Add New E-mail Account

Auto Account Setup

Manually configure server settings or additional server bypes

< Back Mext > Cancel

6. Choose “Microsoft Exchange” and click Next.

(X

Add Hew E-mail Account

Choose E-mail Service

() Internet E-mail
Conneck to your POP, IMAP, or HTTP server to send and receive e-mail messages.

(%) Microsoft Exchange
Connect to Microsaft Exchange For access to vour e-mail, calendar, contacts, Faxes and voice mail.

) Other
Conneck to a server kype shown below,

« Back ” Mext > ][ Cancel




7. The Microsoft Exchange server is ‘sccdmail’. Enter your username. This is everything before
the @ symbol of your email address. Click Check Name. Make sure that “Use Cached Exchange
Mode” is unchecked or grayed out.

Add Newr E-mail Account le

Microsoft Exchange Settings
‘fou can enter the required infarmation ko connect ko Microsoft Exchange.

Type the name of your Micrasoft Exchange server. For information, see your system
administratar,

Microsaft Exchange server:  |sccdmail

Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Mame! |username| | [ChackName

More Settings ...

[ < Back ” Next = ][ Cancel ]

8. You will be prompted for your user name and password. The username in this screen is your
Full Email Address. Click OK. Note: You may be prompted multiple times, If your information is
correct, click cancel after the second time.

Connect to SCCOMAIL. SCCD.CTC. EDU

Connecting to SCCOMAIL, SCCD, CTC EDU

User name: | €7 scow@sced.che.edu hd |

Passwaord; | | |

[ Iremember my passwaord

[ 8] 4 l [ Cancel




9. Click Finish.

Add News E-mail Account

Congratulations!

You have successfully entered all the inFormation required ko setup vour
account,

To close the wizard, click Finish,

10. When you go to open your email you will be prompted for the username and password again.
From here on out you use the full email address as the username.

Connect to SCCOMAIL.SCCD.CTC. EDU

%

Connecting ba SCCOMAIL SCCD.CTC.EDU

Lser name: |ﬁ soox@sced, ke, edu "|

Password: | | |

[CIremember my password

[ OK J [ Cancel




To attach a PST file.

1. Signinto Outlook

2. Click on Tools > Account Settings >

Account Settings

Data Files
Cutloaok, Daka Files

E-mail | [rata Files |RSS Feeds | SharePoint Lists || Internet Calendars | Published Calendars | Address Books

Lghdd... [ Settings...

Q Set as Default }( Remove 253 Open Folder. ..

Mame

April 2004 - March 2007
April 2007 - 7
Mailbox - Cox, Sheri

Filenare

Sheri,pst in 1Ysnaplisharel\Documentstscox My DocumentsiMail
sheriz.pst in \1snaplishare 1 Documentsisoos Py DocumentsMail
Mot available

Camment

Defaulk

Select a data file in the list, then click Settings For more details or click Open Folder ko displaw the
folder that conkains the data file, To move or copy these files, wou must First shut down Outlook,

Tell Me Mare, ..

Close

X]

3. Select the Data Files tab

4. Click “Add”

5. Choose “Office Outlook Personal Folders File and click OK.




Hew Outlook Data File

x]

Types of storage:

iDffice Duklook Personal Folders File {Losk)
Cuklook 97-2002 Personal Folders File (L pst)

Descripkion

Provides more storage capacity For ikems and Folders.
Supports mulklingual Unicode data, Mok compatible with
Sutlook 97, 98, 2000, and 200z,

[ Ok ] [ Cancel

6. Browse to the location where you PST file is stored. We recommend keeping them in My
Documents\Mail. Select the PST file you want to attach and lick OK>
a. If you do not already have a PST and are setting one up for the first time, browse to MY
Documents and create a mail folder. Save your new PST file as yourname.pst

Create or Open Outlook Data File @
Save i |@Mail V| @-00 X Ch -
B Desitop | [ESNS2:5E
L&) sheri.pst
ay
Documents
Computer
‘:J My Metwark
Places
File: namme: |SheriC0x.pst w |
Save as bype: |Personal Folders Files (*.pst) v |
-

7. If you have password protected your pst file, it will prompt you to enter it now.
a. Ifyou are creating a new pst file, and wish to protect your email with a password this is
when you choose that. Please note, this password does not sync with your email and
there is no prompt to change it. DO NOT LOSE THIS PASSWORD.



Create Microsoft Personal Folders [E|

File: | Vsnaplisharel\Documentsiscox My Document |

Mame: |F'ers::nna| Falders |

Format: | Personal Folders File |

Password

Password: | |

Yerify Password; | |

[ ]5awe this password in your password list

[ ok l[ Zancel ]

8. Click OK
9. Click Close

Please note, if you use the Mail view in Outlook 2007 you will not see your personal or public folders.

You must use the folder view. Also, by default the personal folder is in a collapsed state and you will
need to expand it.
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