Creating an EleGrade Email Box in Outlook 2007
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4 Change settings for the files Outlook uses
y=] store e-mail messages and documents.

data files. Typically, you only need one.

Setup multiple profiles of e-mail accounts and

E-mail Accounts...
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Close

Data Files...
Show Profiles.. /

when starting Microsoft Office Outlook,
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f_%ways use this profile
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Cancel
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Confiquring EleGrade Email Account

C

Mewr Profile

l
{- ’ [=l
ol Creaks Mewve Profile

—ancel

Profile Mams: \
Elecrade \

Add.. | | | |

| P

wwhen starkimg Microsol Ft O FFice Ouklook, use this profile:
= Prompt For a profile ko be us=d

7 Always use this profile

(=124 Cancel

K

Add New E-mail Account

Auto Account Setup

[F Manually configure server settings or additional server types

(cont’d):

- New Profile Window Appears

Type EleGrade in box

Click OK button

- Auto Account Setup Window Appears

Click Manually Configure server
settings check box

Click Next box

\

Add New E-mail Account

Choose E-mail Service

O Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

@

<
Connect to Microsoft Exchange for access to your e-

O other
Connect to a server type shown below.

Add New E-mail Account

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator,

Microsoft Exchange server: |EXCH9000C. dc.polk-fl.net

Click Microsoft Exchange button

Click Next button

Type Exch9000c or Exch9000d

[JUse Cached Exchange Moded=

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

» Uncheck Caching Mode button

User Name: (ellegrade1361 < Theck Nai

More Settings ...

< Back Next > ‘ Cancel

e Type elegrade and school # as:
elegradeXXXX where XXXX is
the school number

Click Check Name or Next
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Configuring EleGrade Email Account
5 Connect to EXCH9000A._dc.polk-fl.net @ cont’d):

AR

" Outlook Log On Box Appears

1
J
U
X

Connecting to EXCHS000A.dc.polk-fi.net

_ __—e Type email address
User name: l €2 clegrade 135 1@polk-ﬁ.neter—”“—

1 B
Password: | ssssssece <_JL

—e Type email password

[JrRemember my password

i L——— Click OK button
I OK 4"T'[—fc.ancel ]

i
Add New E-mail Account

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange ser:
ator.

|| When the password is approved the

e = T correct account info is automatically filled
pmin oo i s o oy o il T e e in the appropriate boxes.
User Name: |Elearade, Hillcrest I [ che =

| —= Click Next button

<Back Next > Cancel

®

6 Add New E-mail Account

Congratulation Screen Appears

Congratulations!

‘You have successfully entered all the information required to setup your
account.

To close the wizard, click Finish.

/ Click Finish button

Generai |

Profile Box Appears

@ The following profiles are set up on this computer:

EleGrade
Outiook

- Click OK box
Add... Remove I Properties I Copy... /

When starting Microsoft Office Outlook, use this pr: cH
¢ Prompt for a profile to be used
¢ Always use this profile

| - =

ok |

Cancel | Apply |
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Starting the EleGrade Email Account:
7 ¥ ' S Pra
‘s Start - B = . .
| —e Click Email Icon
Ehinose Frofile || —» Click Profile Name dropdown
Profile Name: |EleGrade (vt Tew... || —e Click EleGrade
EleGrade <
Qutlook )
L —— Click OK button
QK 1 Cancel |Optjons e
Connect to EXCH9000A-dc.polk-fl-net ZIE]
] Type User Name
Pt /
onnectin X .dc.polk-fl.ne i
< ting to EXCHQC')OOA dc.polk t - :’/. Type Password
ot remee; |$ eleorade1361@pok-fi.net ] LK
Password: [ ssssssss / ] R
[ Remember my password 51/' CIICk OK bUtton
[ OK A‘]’[ Cancel ]
8 . Using Your EleGrade Account:
Mail «

Favorite Folders

>

[~ 1
L] Inbox
& Unread Mail

L] Sent Items

Mail Folders A
2] All Mail Items v

= 6% Mailbox - Elegrade, Hillg
(3] Deleted Items
L,2| Drafts
L:J Inbox
L@ Junk E-mail
(3 Outbox
_ Quarantine
UF) RSS Feeds
L4 Sent Items

@ [ search Folders

To use the EleGrade Admin Tool to create
Parent Web Grade Passwords, you must
first SHUT DOWN your personal
Outlook and open your EleGrade
account.

When EleGrade creates and emails the
’ Parent Password, a copy of the email
will be placed in your SENT ITEMS.

You should also create a PERSONAL
FOLDER for this account to prevent your
EleGrade Account from becoming locked.
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