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HOW TO IDENTIFY OUTLOOK
SETUP WTH CACHING MODE

If there is a “DROP DOWN” arrow next
to the OUTLOOK icon in the lower right
hand corner of your Outlook window,
Caching mode is active.

4 |' Forms b
E-mail Em“"tsi: To Disable Caching
Customize, .. \\: Click on Tools
Options. . T Select E-mail Accounts
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E-mail Accounts X.

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

E-mail

Click View or change existing
email account Button.
Click Next

E-mail Accounts
You can select an account and change its settings or removeit,
Outlock processes e-mail for these accounts in the g order:
e .
iosoft Exchange Serve Exchange (Default)

- Ensure Microsoft Exchange Server
is Highlighted
—e Click on Change button
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Exchange Server Scttings
You can enter the required information to connect to your Exchange server,
Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator
Micrasoft Exchange Server: | STERTEWN TR RET - ——e Uncheck the box Use Cached

Use Cached Exa‘ngnms—/

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

User Name: |Cooke, Richard A.

More Settings ...
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Exchange Mode

/ Click Next
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Click OK button

~

E-mail Accounts @

E-mail Accounts
You can select an account and change its settings or remove it,

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

MName Type
Exchange (Default)

Deliver new e-mail to the following location:

Cooke, Richard A. [l] MNew Qutlook Data File...

< Back H Finish ][ Cancel
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/ Click Finish

VERIFY CHANGES

When Outlook start up after the changes,
the Outlook icon in the lower left hand
"corner will no longer have the “DROP
DOWN” arrow.
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