How to setup new profile in Outlook

The following document defines a step-by-step guide to setup Outlook 2007/2010 to synchronize from
our Exchange Server.

1. Under Start Menu -> Control Panel
2. Make sure your Control Panel is in detail view (Large/Small icon view)

3. Click Mail
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4. Click Show Profiles

(A Mail Setup - Outlook

Data Files

@3

E-mail Accounts
= j Setup e-mail accounts and directories.
§Z

3 Change settings for the files Outlook uses to
store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Show Profiles... I




5. Click Add Profile (DO NOT REMOVE OR MODIFY THE EXISTING PROFILE)

[ Mait _— SN

General |

Q The following profiles are set up on this computer:
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When starting Microsoft Outiook, use this profile:
" prompt for a profile to be used
& Always use this profie
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6. Give your new profile a name (Examle: New Profile)

7. From Add New Account wizard, select “Manually configure server settings or additional server
types” and click Next.

r — - e S—— —
Add New Account . - - -

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

‘@ E-mail Account

Your Name:
I Example: Ellen Adams
: E-mail Address:
(¥ Example: ellen@contoso.com
f Password:
: Retype Password: '
ik Type the password your Internet service provider has given you.
| Text Messaging (SMS)

' Manually configure server settings or additional server types




8. From Choose service, select “Microsoft Exchange or compatible service” and click Next

Add New Account . i ‘ )

Choose Service

@ Microsoft Exchange or compatible service
I Connect and access e-mai messages, calendar, cortacts, faxes and voice mail messages.
| ) Text Messaging (SMS)
I Connect to a mabile messaging service.
: ' Other
Connect to a server type shown below.

Fax Mail Transport
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9. In Server Settings, type your Exchange server address and the user name of account holder.

Server: mentu.atum.net
User Name: finitial+lastname for (example: TCowart)
Then click More Settings
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Server Scttings
Enter the nformation required to connect to Microsoft Exchange or a compatible senvice,

Type the server name for your account. If you don't know the server name, ask your

account provider,
Server: mentu.atum.net @
(V] Use Cached Exchange Mode

Type the user name for your account.

wertome: | tCOWart | Cheds Nome |
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10. In More Settings, under Connection tab select “Connect to Microsoft Exchange using HTTP” and
click ‘Exchange Proxy Settings’.
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[General | Advanced [ Seaurity | Comnecton |
Connection -
Use these settings when connecting to Microsoft
Exchange when working offiine:
@ Connect using my Local Area Network (CAN))
() Connect using my phone line
| () Connect using Internet Explorer’s or a 3rd party dialer

Modem -

=2

[¥] Connect to Microsoft Exchange using HTTP

| Exchange Proxy settings... | “

(o« J[ cocel J[ apoty |

11. In Microsoft Exchange Proxy Settings, enter the Exchange Server address. i.e. mentu.atum.net.
In Proxy authentication settings, select “Basic Authentication” and click OK.

[ M Microsoft Exchange Proxy Settings g‘

Microsoft Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator.

Connection settings

Use this URL to connect to my proxy server for Exchange:

https:// mentu.atum.net @

nnect using SSL only
] Only connect to proxy servers that have this principal name in their certificate:
L1

[¥] On fast networks, connect using HTTP first, then connect using TCP/IP
[¥] On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:
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12. Once you click OK, you will be return to the main screen. Click Check Name
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Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible senvice,

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server: menty.atum.net @
[¥] Use Cached Exchange Mode

Type the user name for your account.

werteme:  tCOWart
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13. You will be prompt to enter your domain\login name(example: ML\tcowart) and email
password. Enter your credentials and click OK.
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Microsoft Outlook
Connecting to

[ MU\tcowart ]

[ Password ]
"] Remember my credentials

[ OK ] [ Cancel




14. Click Finish to complete the New Account Adding process.

You have successfilly entered all the information required 1o setup your account.

To dose the wizard, chok Finsh.

15. Once you Click Finish, you will be back on main Mail window, make sure you select your new
profile which you just added as Always use this profile
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Outlook

Prompt for a profile to be used
+ Always use this profile
]New Profile _v_l I
Outiook \
oK Cancel oy ||

16. Click Apply and then OK (DO NOT REMOVE YOUR OLD PROFILE)






