Outlook 2007: Adding Another Mailbox Profile for Full Access

Adding Another Mailbox Profile for Full Access

1. The owner/designate of the
Departmental Mailbox creates a
Profile in Outlook.

a. In Vistaclick on Start>Control
Panel

b. Inthe Searchbox type: Malil

c. Press Enter

d. A new windowappears

e. Click on the Mail option in the
window.
f. A new windowwill open.

g. Inthe new window, click on Show Profiles A new

window will open.
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Get new pregrams enline at Windows Marketplace
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= @ Change default e-mail program

1@ Change default programs that Windows uses
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@ Search Windows Help and Suppert for "mail”
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Mail Setup - Outlook

E-mail Accounts

. Setup e-mail accounts and directories.

E-mail Accounts...

A Profile is the way Outlook remembers e-mail accounts
and their settings. The Profile tells Outlook where the

u s eeimdil & stored. As an owner of a Departmental
Mailbox a user might need an additional profile for a
Departmental Mailbox.

h. Click on Show Profile
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Data Files
4, Change settings for the files Outlook uses to Data Files. .. |
% store e-mail messages and documents.

Profiles

@

data files. Typically, you only need one.

Setup multiple profiles of e-mail accounts and

Show Profiles... |

Close |
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In the Profile window click on Add.

Name the new Profile. In this case the name of the
Departmental Mailbox. A new window appears.

In this window add an
additional e-mail account
profile to be used to view the
Departmental Mailbox.
Replacethe E-Mail Address
with the Departmental E-
Mail Address

The window changes. Add the
fully-qualified e-mail address
(including ad@jmu.edu)

Type and Retypethe
Departmental E-Mail
password( owner &8s

0. Click on Next.
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General 1

Add... | Remave | Properties

Copy...

@ The following profiles are set up on this computer:

* Prompt for a profile to be used
" Always use this profile

When starting Micrasoft Office Outlock, use this profile:
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9 Mew Profile &J
@ Create New Profile
Profile Name:

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

I
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frain01@jmu.edu

Example: barbara@{ontoso.com

E-mail Address:

3 Add New E-mail Account

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

Your Name: Training User 1

Example: Barbara 5¥kovic

E-mail Address: trainsharedd 1@ad.jmu.edu

Example: barbara@contoso.com

Type the password your Internet service provider has given you.

[ Manually configure server settings or additional server types

[ Mext > ][ Cancel ]
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(A Add New E-mail Account ! - @I

p. Outlook will find the Congratulations!
Departmental Mailboxand
complete the process of Configuring

configuring the account.

Configuring e-mail server settings. This might take several minutes:
"  Establish network connection
" Search for trainsharedd 1@ad.jmu.edu server settings
+ Logon to server

E/’g| Your e-mail account is successfully configured to use Microsoft Exchange.

I [~ Manually configure server settings

g. The Profile screen will reappear showing the new Dva [ |
Profile. =

Add... Remove Properties Copy...

When starting Microsoft Office Qutlook, use this profile:
& Prompt for a profile to be used
” Always use this profile
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r.  When a user opens Outlook and has more
than one Profile, the user will be asked
which Profile is to be opened.

s. Click on the Profile wanted and click on

Choose Profile

Profile Name: |Outiook| e
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