OUTLOOK 2010 CACHING MODE
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HOW TO IDENTIFY OUTLOOK
SETUP WTH CACHING MODE

_Inthe lower right hand corner of the
Outlook window, if this box reads,
“Connected to Microsoft Exchange”
Caching mode is active.

To Disable Caching:

I Click on File Tab

o Click on Account Settings icon
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Add and remove accounts or
change existing connection settings.

Delegate Access
Give others permission to receive
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items and respond on your behalf. 3
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= Download a copy of the Global

Address Book.

—e Click on Account Settings

emeve an account. You can select an account and change fts settings.
E-mail | pato Files | RSS Feads | ShorePoint Lists | internet Colandars | Published Calendars | Address Books

o Char S

& Nown... ¥ Repair...

> Remove *

Name

d

@ richard.cookeapolk-re
Live Masting Transpart

clo
e
Change Account P
Server Settings
U Enter the information required to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. I you don't know the server name, ask your
account provider.
Server: |exa000fel.dc polk-fl.net

[7] use Cached Exchange M
Type the user name for your account.

User Name: |Caoke, Richard A. Check Name

=

Click on User’s Mailbox Name
to Highlight
[ Click on Change button

L—e Uncheck the Box in front of Use
Cached Exchange Mode

/ Click Next button
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3 Microsoft Qutlook

_ P |

| restart Microsoft Outlook.

The operation you selected will not complete until you quit and

/ Click OK button

Click Finish button

e Close Outlook then Open
Outlook

AN

-NOTE: This message in the lower right
. hand corner of the Outlook window
(51 Online with Microso Exchange indicates that Caching Mode is turned

off.
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