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Ll nddress Book: Global Address List

S (=5

address Book

| Global Address List

, Franklin
£ Prati, Christina M,
% Pratt, Edward
S Pratt, Gary L.
4 Pratt, Sheree B.
g Pravia, Yamileth

B s 4 g

Povebetame

How to find correct user name from
OUTLOOK Address Book:

Hyphenated names cause the most
difficulty.

\o Click Address Bookicon
s TypeName
e Scrol to find the correchame

This is how the name appears in the
address book

i & Powell-Petasne, Jacqueline &,

\ Double Clickon highlightechame

Notice the login name is different from

PPt Jacquelinem:

i Pad
e poveletng

the display name!

jacqueline.powellpetasne
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Configuring Outlook Accounts.

Outlook 2007 Startup

Welcome to the Outiook 2007 Startup Wizard, which wil
process of configuring Outiook 2007,

il quide you through the

TO CONFIGURE EMAIL
ACCOUNT:

Log on b computer as the SER for the
school domainAFTER YOU HAVE
SET UP THE USERO®S

QE COMPUTER>
e Locate andClick E-mail icon

>Configuring Outlook and Outlook 2@0
Startup screens appear.

/ Click Next button

For SCHOOL Domain Login, go to
Step #3

For POLK Domain login, go to Step #6
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Add New E-mail Account @

Auto Account Setup
Clicking Next will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: |

Example: Barbara Sankovic

E-mail Address:
Example: barbara@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you.

[[IManually configure server settings or additional server types

Cancel

TO CONFIGURE EMAIL ACCOUNT
FOR SCHOOL DOMAIN :

— Click Yesbutton
|_—e Click Next button

Manually configure server settings or
additional server types

Click Manually
conf i Quitane é
Click Next button

Add New E-mail Account X

Choose E-mail Service

O Internet E-mail
ur POP, IMAP, or

0 send and receive e-mail messages.
r access to your e-mail, calendar, contacts, faxes

and voice mail.

a server type shown below.

[ <Back ][ mext>

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 syste;
administrator.
Microsoft Exchange server: |exchg000a

-

|t

Click Microsoft Exchangebutton

Click Next button

Exchange Server Addresses Explained

Exch9000 a or b = DistrictOffice
personnel

Exch9000 c or d = School Based
personrel

Typeeitherexch9000c or
exch9000dn box

4
[[JUse Cached Exchange Mode @
Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.
> | T —

» UncheckUse Cached Exchange
Mode box

User Name: |Cooke, Richard| <

More Settings ...

» Typeuser ds corr ed

Now that you have determined the
correct account login name

[ <Back J[_next> G—f—mm )

» Click Next button
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Connect to exch9000a

Connecting to exchS000a

TO CONFIGURE EMAIL ACCOUNT
FOR SCHOOL DOMAIN :

User name:

Password: I oooooooooooo |

! €7 richard.cooke @polk-fi.net .V ] 3

[ rRemember my password \

OK ancel

Add New E-mail Account

» Typefirstname.lastname@polk
fl.net

™~ EnterEmail Password

—— Click OK button

/ Click Finish button

6 u: Microsoft Office Dutlook

AN

C!ﬁ Microsof‘t'
. i3.0Office Outlook 2007

© 2006 Microsoft Corporation. Al rights m@\

Outlook 2007 Startup

process of configuring Outiook 2007,

Welcome to the Outiook 2007 Startup Wizard, which wil guide you through the
Out

TO CONFIGURE EMAIL ACCOUNT
FOR POLK DOMAIN :

AFTER YOU HAVE SET UP THE
USERG6S PROFI LE ON
COMPUTER

Click Start button
Locate andClick E-mail icon

L, Configuring Outlook and Outlook 2@0

Startup screens appear.

/ Click Next button
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TO CONFIGURE EMAIL ACCOUNT
FOR POLK DOMAIN :

A

Add New E-mail Account @

Auto Account Setup
Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Richard Cooke \
Example: Barbara Sankovic

Your Name:

E-mail Address: | richard. cooke @polk-fl.net |

Example: barbara@contoso.com

Retype Password: |======sw= o
Type the password your Internet service provider has given you.

Password:

[CIManually configure server settings or additional server types

< Back Next Cancel

- Click Next button

/ Click Next button

» Click Yesbutton

AUTO ACCOUNT SETUP

If you are logged on to the computer as
the User, the account information is
automatically filled in.

Add New E-mail Account 3]

Online search for your server settings...

Configuring

 Est

> Search for richard.cooke@polk-fl.net server settings
Log on to server

T
I

=——

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes;
«  Establish network connection
7  Search for richard.cooke @polk-fl.net server settings
«/ Logon toserver

£ Your e-mail account is successfully configured to use Microsoft Exchange.

[IManually configure server settings

.L.Check marks show progress of account|

Lt Your email accountissuecs s f ul |

/ Click Finish button

Configuring Window appears.

settings.
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FOR POLK DOMAIN :

Congratulations!

. Congratulations Screen Appears

You have successfully entered al the information required to setup yaur
account,

Click Finish button

To dose the wizard, dlick Finish,

[ Inbox - Microsoft Outlook
9 P P — TO SET UP THE PERSONAL (.PST)
3 New > | 33 Mail Message Ctri=N FOLDER
| Open » | %) Postin This Folder Ctri-shift-s | -
A C'OSE":N 1 Ctri=Shift-E 1
I a wsee | WL TH THE USER®S
Save Attachments > H 7
Folder > m O P E N e
{ | Data File Management... g Meeting Regues g
Import and Export... 84 Contact \. . .
Archive... & Distribution List i CI'Ck F|Ie
Page Setup » | Task Ctri=shift=K ~{_|
[&  Print Preview 33 Task Request Ctri-shift-u i \. .
& Print... Ctri-P &3 Journal Entry Ctri=Shift-J CI|Ck NeW
Cached Exchange Mode » | =] Note Ctri=-sShift-N
e tiine €3 Internet Fax Ctri-sShift=x ]
EH choose Form.. |_—= Click Outlook Data File
%‘} Choose InfoPath Form... Ctrl=Shift-T :/
Ne Outlook Data File...

{ New Outlook Data File @ .

.

ce
ook §7-2002 Personal Folders File {.pst)

/

. Click Office Outlook Personal
1 Description - f Folders File (.pst)

Provides more storage capacity for items and folders.
Supports multilingual Unicode data. Mot compatible with

Outlook 97, 98, 2000, and 2002. Cllck OK button

\

OK Cancel
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11

Create or Open Outlook Data File

Mo axmaE-

TO SET UP THE PERSONAL (.PST)

L #]archive.pst
Zouti

R e B
E3 | 3
H 3

s 3 B

e e o =]

gz & sE L

grl) 2 ER
2 ¥ i

ok ot $ 

FOLDER:

Default File Name (Outlook.pst)

/ Click OK button

T = 1 e | — -

Create Microsoft Personal Folders

Eile: ChDocurnents and Settingsirichard. cooke\Lo

MName: Personal Folders
Format: Personal Folders File
Password

Password:

verify Password:

[[] 5ave this password in wour passw

41

[ a4 Cancel ]

|~ DO NOT CREATE A PASSWORD!

/- Click OK button

12

Mail Folders A
2] All Mail Items -

= S4Y Mailbox - Cooke, Richar
(5] Deleted Items (71}
L_7] Drafts

L4 Inbox

L@ Junk E-mail [2]
[ Cutbox

__ Quarantine

Lg RSS Feeds

L=7 Sent Items

lili&

%

L& Search Folder
= ,._3 Personal Folders

(5] Deleted Items

| Test

LS Search Folders

L, You will know you were successful in
creating a PSTolder if you can see
PERSONAL FOLDERS in the MAIL
file view window.
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