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Outlook 2007:  E-Mail Basic 

 

Setting up an Account in Outlook 

 

A Microsoft Exchange Outlook account must be configured to receive mail or send a message. 
Outlook is client-based software that resides on a specific computer.  Configuring the account 
identifies the mail server and identifies a unique account so that mail can be viewed. 
 
Before opening Outlook:  (To duplicate the setup users will see when configuring an Outlook 
account on their computer, login to lab computers using the following steps.) 
 

¶ Click on the Start Button. 

¶ Click on the arrow to display options. 

¶ Click on Log Off. 

¶ When requested click CTRL-ALT -DEL ETE . 

¶ When the computer logon screen appears type 
the e-ID  and password for this workshop (e-
IDõs range from train01-40).  

¶ To confirm successful login, click on the Start button. 

¶ The screen will show the name of the login account. 

¶ Installation of Outlook Exchange training accounts can begin. 
 
 
 
 
 
 

 

Exercise 1:  Setting up a Training Account in the 
Lab 

 
1. Click on the Start button. 
2. Click on All Programs. 
3. Click on Microsoft Office. 
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4. Click on Microsoft Outlook. 
 
 
 
 
 
 
 
 
 

5. The Outlook 2007 Startup window appears. 
6. Click on the Next button in the bottom right of the 

window. 
 
 
 
 
 
 
 
 
 
 
 

7. In the next window, make sure Yes is checked and click on 
Next. 

 
 
 
 
 
 
 
 
 
 
 
 

8. Because the computer login and Outlook e-ID are the 
same, Outlook automatically fills in the training account 
and the e-mail address. 

 
 
9. Click on the Next box in the lower right of the window. 
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10. The system automatically makes the 
connections to the Outlook Exchange e-
mail server.   

11. When the screen indicates that the account 
is successfully configured, click on the 
Finish button. 

12. The Outlook Exchange client will then 
connect to the server and open the training 
e-mail account. 

 
 
 
 
 
 
13. Outlook will open. If the Windows Search 
Engineédisabled window appears, click 
OK. 

 
 
 
 
 
 
 
 
 
 
 
14.  At some point in the set up process a new window will appear. 
15. RSS (Rich Site Summary) Feed is a format for delivering 

regularly updated web content. Many news-related sites, 
weblogs and other online publishers syndicate their content as 
an RSS Feed to whoever wants it. 

16.  RSS Feed is not required in Outlook, it is an option (and not 
covered in this Basic Workshop). To decline RSS Feed click No .  To find out more and delay 
the decision, click on Remind Me Later. 

 
17. It may take a few minutes to complete the connection to Outlook Exchange and display the 

Inbox properly. 
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18. The Outlook Exchange window 
appears.  The next exercise identifies 
the parts of the window and how they 
are used.  

 
 
 
 
 
 
 
 

 
 
 
 
 

Exercise 2 - Using the Navigation Pane 

 

1. The Navigation Pane provides a central location to access features of Outlook.   
2. Click on different folders to 

access other mail messages.  
3. Pane-watching buttons 

and icons include 
commonly used panes 
(calendar, contacts 
[address book] and 
tasks).   

4. Access 
them with 
one click. 

 
5. Click on Calendar 
6. Click on Contacts 
7. Click back on Mail 
 
 
 
 
 
 
 

 
 
8. The Navigation Pane can be displayed or hidden by selecting the View menu and then 

selecting or deselecting the Navigation Pane command.  


