MS Outlook 2003: Setting Up The Outlook Client

You don’t need any special privileges to set up the MS Outlook 2003 Client. Any teacher can do it

for him/herself:

Log in as the user.

Click on the Start button
Select Settings

Select Control Panel
Select the Mail icon
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(The quick way to get to the same place
would be to right-click on the Outlook
desktop icon and select Properties)

6. Click on the View or change an
existing e-mail account
7. Click the Next button.

E-mail Accounts

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

E-miail

& Yiew or change existing e-mail accounts:

Directory

" add a new directory or address book
" Wiew or change existing directories or address books
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= Back INEXTI

Close

E-mail Accounts

E-mail Accounts
‘fou can select an account and change its settings or remove it

8. Click on the Add button -

9. Select Microsoft Exchange Server and

COutlook processes e-mail For these accounts in the Follawing o$

Hame [ Type |I

Remove

Set a5 Default
o U
I¥1aye Moy

Deliver new e-mail ko the Following location:

j Mew Cutlook Data File. .. |

Personal Folders

< Back I Finish I

Cancel |

E-mail Accounts

Server Type
You can choose the type of server yvour new e-mail acount will wark, with,
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(* Microsoft Exchange Server:

click the Next button.

Conneck ko an Exchange server to reAd e-mall, access public folders, and share
jacuments,

" POP;

Connect ta a POP3 e-mail server ko download your e-mail,
" IMAP

Conneck ta an IMAP e-mail server to download e-mail and synchranize mailbosx
Falders.

" HITP
Connect b an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox folders,

" additional Server Types
Conneck ko another workgroup or 3rd-party mail server,

< Back I Mext = I Cancel
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E-mail Accounts x|

Exchange Server Settings

Enter the I P ad d ress Of yo u r EXC han ge Se rve r (See Wou can enter the required information ta connect to your Exchange server,
your AT for details). You could also use the

- Type the name of your M\crf[oOExchange Serwer computer. For information, see your
name, but | find that IP address ALWAYS works. — s=emaimsr

Micrasoft Exchange Serv@ie_|204.256.123| 252
1 1 Use Cached Exchange Mode

M ake SU re the Use QaChed EXChange MOde iS Type the name of the mailbox set up for vou by vour administrator, The mailbox name

is usually your us; 5
UNCHECKED. T —
1

Enter the user name.

Click the Check Name button. If it found it, it T —
should be underlined.

« Back I Mext > I Cancel |

E-mail Accounts x|

E-mail Accounts
‘ou can select an account and change its settings or remove it.

Outlook processes e-mail for these accounts in the following order:

Mame | Tvpe | Change. ..

Microsoft Exchange Server Exchange {Default)
Add...
Remaove
Set as Default

Change the setting to Deliver new e-mail to the _MMWEDMJ
following location:Mailbox — “UserName” || plors i

Eefiver new e-mall to the following |ocSteg;

Mew Outlock Data File. .. |

<§ack' i Finish I }ancel |

g i

Delegates I

Click the Finish button

Start Outlook.
Click on the Tools menu item

Select Options (towards the bottom)
Click on the Other tab

Preferences I Mail Setup I Mail Formak I Spelling I SEC’E |

General

v Emnpty the Deleted Items folder upo@

¥ Make Outlook the defaulk prograrm For E-n'ﬁih-CnntactsJ and
Check the box to Empty the Deleted Items Calendar,
folder upon exiting.

Mawvigakion Pane Optinn@
Click on the Advanced Options... button. Autobrchive

-% Manages mailbox size by deleting old ikems of moving them to an

archive file and by deleting expired items,
Auktoirchive, . |

Reading Pane

Customize options For the Reading Pane.

Reading Pane. .. |

Person Mames
8 ¥ Enable the Person Mames Smart Tag

™| Gisplay Messenger Status in the From fisld




Advanced Options x|

22. Uncheck the box to Warn before permanently deleting ~General settings o
itemS. Startup in this Falder: | Inbox
‘7 warn before permanently deleting items
v i 7 Elect entire word

- Provide feedback with sound

23 CI |Ck on the BI’OW§e e button ¥ Show Paste Options buttons
\ [~ Use Unicode Message Farmat when saving messages

E troubleshoaoting)
[~ allow script in shared Folders
v allove script in Public Folders

—Appearance options

Date Mavigatar: Font. .. | IS pt. Tahoma

[V When viewing Motes, show time and date

Task working hours per day: IB
Task working hours per week: |4D

Reminder Options...l Add-In Managet... |

Custom Forms. .. | CoM Add-Ins. .. |

Service Options. .. |

oK | Cancel

24. Select the Inbox that is under the users Mailbox. X

Start in this Foldes:

Mailbo - Whitehorsk, Shawn

] Calendar

&=| Contacts

& Deleted Items

"‘_ 7 Drafts [9]
QRS
éﬂ- Journal

[@ Junk E-mail

| Motes

[ Outbox

[ Quarantine (1}

[ Sent Items

;"4 Tasks. N LI
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25. Click Ok, Ok, Ok until all open dialogue boxes go away. You’re finished.




