Microsoft Outlook Configuration

Note: The user must be logged on and a connection to the MCRC domain must be established before proceeding with these instructions. 
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Screen Windows NT Desktop

Click on “Inbox” with your right mouse button and select “Properties”
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Screen Mail and Fax

Press “Add”
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Screen Information Services

Select the configuration options as shown, press “Next”
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Screen Outlook Setup Wizard

Type “RCHQISS02E” for Microsoft Exchange Server and ‘The username/mailbox alias name (i.e., Last name, First Initial, Middle Initial) of the user’ for Mailbox
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Press “Next”
Screen Travel Question

Select the “NO” radio button, press “Next”
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Screen Personal Address Book
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Type “C:\Outlook\’The user name of the user’.pab” (e.g., C:\Outlook\kelloffag.pab)

Screen Outlook Startup

Select the option as shown, press “Next”
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Screen Outlook Setup Wizard Completion
Press “Finish”
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Screen Mail and Fax

Select ‘User Name’, press “Properties”
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Screen ‘User account’ Properties
Select “Microsoft Exchange Server”, press “Properties”
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Screen Exchange Server Properties (General Tab)
Press “Check Name” (Note: it will take a few moments for the alias/username to be replaced with the displayed name), select configuration options shown, and go to the “Remote Mail” tab
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Screen Exchange Server Properties (Remote Mail Tab)
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Select configuration options shown, press “OK”, press “OK” at the ‘User Name’ Properties screen

Screen Mail and Fax

Press “Close”
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Screen Windows NT Desktop

Double-click on “Microsoft Outlook”
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Screen Microsoft Exchange Server

Press “Connect”
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Screen Microsoft Outlook

Press “OK” on Outlook Help
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Screen Microsoft Outlook
Go to “View”, click “Folder List”
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Screen Microsoft Outlook
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Go to “Tools”, “Options”
Screen Options
Select the configuration options as shown in General Settings, select “Always use this profile” in Startup Settings and ensure the correct profile name is entered in the textbox, press “OK”
[image: image20.png]$5 Inbox - Microsoft Dutlook

el 5 tow G0 Toob Conpese b

=l0lx]

« ..‘.‘E‘g\mw.,m,,.\mmn,,w o .

Inb e [ [ e | e || s
| | |

Atachnerts | Dcegoes | ManaseFoms | Secunty
=% Sl | et | s | readmg | coor
@ Con | Genersl settings
@ Dele [V twarn before permanently deleting items
% b | 1 Enpy e Dt s Fllat o Sk
& Nale [V when selecting text, automatically select entire word
S Dut ¥ when ariine, synchranize al Folders upon exiting

@ Sen | I Provide feedback with sound

 Tasl| ||| Largetoobaricons
56 PublcF =

S Favstartup settings
BB AIE | promp for a profe tobe used

& Always use this profie: [keloffag
Startupinthisfolder:  [Tbox x|

AddIn Manage. Diaing Optiors.

ol |_wv |

G

Received |-
Fri3/20/9...
ur World of Informatian

ment program that helps you
I commuricate wih others.

Fri3/20/9..

2 Ttems, 2 Unvead

gstart| | @ &5 A % || By Microsaft Ward - autlok c... | [ Inbox - Microsoft Outl

[ 9 10470




Screen Microsoft Outlook
Go to “Tools”, “Synchronize”, “Download Address Book”
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Screen Download Offline Address Book

Select the configuration options as shown, press “OK”
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Screen Microsoft Outlook

Go to “File”, “Exit and Log Off”
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Screen Delete Items Confirmation
Press “Yes”
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