August 3, 2011 ITCS QUICK REFERENCE GUIDE: CONFIGURE OUTLOOK 2007/2010 AT HOME

Configure Outlook 2007/2010 for Your Home Computer (MAPI)

Follow these steps to configure your ECU faculty/staff e-mail account to open in your home computer/laptop Outlook 2010
program. Screenshots from a Windows 7/0ffice 2010 desktop, but also work for the Outlook 2007.

Adjust your computer’s settings View by:  Cate

il  System and Security User Accounts
k \9 Review your computer's status

) Change account type
Back up your computer -

Find and fix problems

Change the theme

Ny | Ppeerance andPersonalization Step 1. Open the computer’s Control Panel.
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Ease of Access
Let Windows suggest settings

Change display language
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Adjust commonly used mobility settings |

Programs
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Optimize visual display
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Step 2. Click the Mail icon. User Accounts

Y Change your account picture '?:5:' Add or remove use

% Parental Controls
=

Y '?:5:' Set up parental controls for any user

The Mail dialog box opens.
[';] Windows CardSpace

Manage Information Cards that are used te log on to on

|.'qu] Credential Manager
=Y Manage Windows credentigl

@ Mail (32-bit)
)y Malls2-oi

If the Mail Setup — Outlook dialog box opens first, click the Show
Profiles... button to open the Mail dialog box.

f A Mail |
Gonerd | Step 3. Click the Add... button. You will now create a profile.

@ The following profiles are set up on this computer:

-

What’s a Profile?
Add... An Outlook profile stores e-mail account specifics like the user name, display
When starting Microsoft Outlook, use this profile: name, e-mail server name and account password.
" Prompt for a profile to be used
* Alw thi fil . . . . .
e T = In this case, you are configuring a profile to store your ECU Exchange e-mail

account information.

oK Cancel | |
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A New Profile [

Step 4. Choose a name for the new profile. —

;_‘ Create Mew Profile
Click OK. The Add New Account/Auto Account Setup dialog box Frofile Mame:

opens. Petey Pirate|

3 Add New Account Iﬂ

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

Step 5. Complete the E-mail

@ E-mail Account

Account information.

‘Your Mame: Tallibwban T e

Example: Ellen Adams
E-mal Address: s e i Type your name, e-mail address and

E le: ellen@contoso. .

X Sleneanese.com your ECU passphrase (twice).

Password: =~ |FEEEES=

Retype Password: | =*==== “ Click Next.

Type the password your Internet service provider has given you.

The Add New Account/Configuring
dialog box opens.

() Text Messaging (SMS)

() Manually configure server settings or additional server types

< Back Mext > ] [ Cancel
lr 3 Add New Account @1
|
Step 6. Wait while Outlook Congratulations!
connects to the ECU Exchange
Configurin
2010 server. °
Configuring e-mail server settings. This might take several minutes:
+"  Establish network connection
«"  Search for e @ sl server settings
It could take a minute or so to establish /' Logon toserver

a connection and find your account

Settlngs. ‘four e-mail account is successfully configured.

Once you see three green checks and
“Congratulations!” at the top of the box,

Cl ICk FInISh‘ [[IManually configure server settings

< Back [ Finish ][ Cancel ]
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i (A Mail |

General l

@ The following profiles are set up on this computer:

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
* Always use this profile

|Ouﬁ00k j
OK | Cancel | ‘

Step 7 (Optional). Tell Outlook which profile to open
as the default.

There may be more than one e-mail profile on the computer you
are using. For example, a shared family computer.

If so, click the radio button beside the Prompt for a profile to be
used option. This way, each user can choose which profile to
open from a list.

© 2010 ITCS East Carolina University




