Email: Setting Up Microsoft Outlook 2007

General Information

Employees can use these directions to setup a profile in Microsoft Qutlook 2007 which will
allow them to use email, calendar, task, and contact functionality of Collaboration Suite.
Multiple profiles may be set up on one machine. Using profiles, multiple people can use the
same machine to access their personal email, calendar, task, and contact files. Using profiles
also allows an employee to manage a group account, such as a department email account.

Tasks

1. Click the Windows Start button.
If your start menu is Windows XP style, goto task #3. Otherwise, goto task #2.
2. Navigate to Settings
3. Click Control Panel.
4. Double Click Mail.
Note: Windows XP Category View will not see the mail icon

Change view to classic view
— Click Switch to Classic View on the left in the Control Panel heading on the left

Mail Setup - Help Desk |

E-mail Accounts

3 Setup e-mail accounts and direckaries,

Sl ]

Data Files

# Change settings for the files Outlook uses ko Data Files. .. |
\yﬁ store e-mail messages and documents.,

Profiles
Setup multiple profiles of e-mail accounts @nd Show Profiles. . |
data files. Typically, vou onlv need one. =

Close |

5. Click Show Profiles
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Mail x|

Genetal |

@ The Following profiles are set up on this computer:

Help Cesk.

[~

add. .. Remove P[u:upertiesl Copy... |

Wehen starting Microsoft OFfice Outlook, use this profile;
£ Prompt for & profile o be used
™ Always use this profile

IHeIp Desk, j
(a]4 I Zancel | Al |

6. Click the Add button.

This will allow you to add a new Microsoft Outlook profile.
7. Specify a Profile Name in the New Profile dialog box.

The name should be descriptive. Example: TUID

8. Click OK.

Auto Account Setup

Your Mames: Idr':.ferd

Example: Barbara Sanbmyic

E-mail Address: Idryerd@email.lcc.edu

Example: barbara@eontoss, can

¥ Manually configure server settings or additional server types:

= Back I Mext = I Zancel
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9. Click the box Manually configure server settings or additional server types.

10. Click the Next button.

Add New E-miail Account x|

Choose E-mail Serrice

" Internet E-mail
Conneck ko wour POP, IMAP, ar HTTP server ko send and receive e-mail messages,

" Microsoft Exchange
Connect ko Microsoft Exchange For access to wour e-mail, calendar, contacts, faxes and voice mail.

Connect ko a server bype shown below,

Cuatlook Mobile Service (Text Messaging)

< Back I Mext = I Cancel

11. Select the option button for Other and click Oracle Connector for Outlook, if
necessary.

12. Click the Next button.

13. Enter the information as displayed on the example screenshot.
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Oracle Connector for Outlook X|

Service Settings: 123
The Following information will be used ko connect to Oracle Collaboration Suite,

v cCalendar ¥ Incoming Mail
SErver name: I eocscal, loc.edu SEFVEr Name: I ocs,loc.edu
LIser name: I wolr TUID Iser name: I wour TUID@email loc . edu
Password: I [ TTTTITIY Y] Passwiord: I ITIITT Y]]
Incoming mail server bype: Im
User Information
Display name: I First Last Mame ¥ Outgoing Mail {SMTP}
E-mail address: I vourTUID@ernail. lcc.edu SErver name: I smtp.lcc.edu
AL Startup: IC::unneu:t ko the network, j
V¥ Use same password for all servers Mare Sektings ... |

¥ Remember server passwords

Finish I Cancel |

Calendar:
— Server Name: eocscal.lcc.edu
— Account Name: YOUR TUID ex. dryerd
— Password: Password for YOUR TUID

Incoming Mail:
— Server Name: ocs.lcc.edu
— Account Name: YOUR TUID@email.lcc.edu ex. dryerd@email.lcc.edu
— Password: Password for YOUR TUID

User Information:
— Display Name: How you want your name displayed on outgoing messages
— Email Address: tuid@email.lcc.edu ex. dryerd@email.lcc.edu

Outgoing Mail (SMTP)
— Server Name: smtp.lcc.edu

14. Click the More Settings ... button.
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Oracle Connector for Outlook i |

Calendar | Ineaming Maill Outgaing Maill Stnragel Other I

Settings: IGeneraI j

Server Pork:

—Address Book,

Display Format: Srmith, John M

When working online, refresh the Global Address List:
% Aukomatically at startup
™ panually

I=e Default

] I Cancel Apply

15. Change Display format to “Smith, John N” in the Address Book section.

16. Click the Incoming Mail tab.

Oracle Connector for Outlook ed

Calendar  Incoming ki | Outgoing Maill Sturagel Other I

Settings: IGeneraI j

Server Pork: 993

v Server Limeouks

Short  — I— Long Z minutes

Secure seryet conneckion using:
8 Mone
" TLS, if available

« 55':; Iz Default |
] I Cancel | Apply |

17. Click the SSL option button. The server port will automatically change to 993.

18. Click the Outgoing Mail tab.
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Oracle Connector for Outlook ed 4

Ealendarl Incoming Mail  Outgaing Mai | Stu:uragel Other I

Sethings: I.ﬁ.uthenticatinn - I -,

¥ The server requires authenticakion

User Mame: I wourTUID

Password: |-||||-|||

¥ | Femember server password

] I Carnicel | Apply

19. Choose Authentication from the Settings combo menu.

20. Check the checkbox The server requires authentication.

21. Enter your TUID and password.

22. Click the OK button.

23. Click the Finish twice when prompted.

24. Click the option button to Prompt for a profile to be used, if desired.

A profile prompt will appear when Microsoft Outlook is launched.

X

General |

@ The Following profiles are set up on this computer:

[~

add. .. Remoyve Propetties | Copy,.. |

en skarting Microsoft Office Outlook, use this profile?

rompt For a profile bo be used:

" ahways use this profile
IHeIp Desk, j

(0] 4 I Cancel | apply |

25. Click the OK button on the Mail window.
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