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Adding Another Mailbox Profile for Full Access

1. 'The owner/designate of the
Departmental Mailbox creates a

Profile in Outlook.

a. In Vista click on Start>Control

Panel

o

Press Enter

oo

e. Click on the Mail option in the

window.

f. A new windowwill open.

In the Searchbox type: Mail

A new window appears

.

() [ » controlPanel »

» Control Panel Home

Classic View

Tasks
Il a program
nge startup programs

Back up your computer

Check for updates
@ Allow 2 program through Windows
Firewall

View network status and tasks
Set up file sharin
B 3 methods

Hardware and Sound

Programs
Uninstall a program
Change startup programs

System and Maintenance User Accounts
Get started with Windows @ Change account type

Appearance and
Securi ) T
ty Personalization
Change desktop background

Customize colors
Adjust screen resolution

Network and Internet .
Clock, Language, and Region
Ak Change keyboards or other input

Change display language

Play CDs or other media automatically g

et/ Y @& Ease of Access

rinter [

R \\) Let Windows suggest settings
Optimize visual display

Additional Options

—
T w e w. To o |
@O-E » Control Panel » <[4 || mai x|
Cutrol Panel Home
Clas: v Do you want to help improve Control Panel search results?

Change startup programs

Please read our Privacy Statement enline

@ Meail

By choosing to send your search queries to Microsoft, you can help improve search results.
Information that is collected will not be used to identify or contact you.

Programs and Features

Change or remove a program
How to install a program
Uninstall a program

Get Programs
Get new programs online at Windows Marketplace

Default Programs

—
©
= @ Change default e-mail program

1@ Change default programs that Windows uses
1 Set program defaults for this computer
Use an older program with this version of Windows

@ Search Windows Help and Suppert for "mail”

g. In the new window, click on Show Profiles A new

window will open.

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

U S eefmfil & stored. As an owner of a2 Departmental
Mailbox a user might need an additional profile for a

Departmental Mailbox.

h. Click on Show Profile
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Eﬂa[[ Setup - Outlook

=

E-mail Accounts

< Setup e-mail accounts and directories.
&4

E-mail Accounts...

Data Files

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

Data Files... |

Profiles

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

Show Profiles... |

Close |
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i. In the Profile window click on Add. (A Mail ==

General 1

@ The following profiles are set up on this computer:

Add... | Remave | Properties Copy...

When starting Micrasoft Office Outlock, use this profile:
* Prompt for a profile to be used
" Always use this profile

Outlook =l

oK Cancel ‘ |

Departmental Mailbox. A new window appears. J Create New Profie
Profile Name:
Train Shared 01|

|
) 9 Mew Profile @
j.  Name the new Profile. In this case the name of the

k. In this window add an B Add New E-mal Accourt T =
additional e-mail account Auto Account Setup
. Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
proﬁle to be used to view the Exchange server account settings.

Departmental Mailbox.
1. Replacethe E-Mail Address
with the Departmental E-
Mall AddreSS E-mail Address:  |jrain01@jmu.edu

Example: barbara@{ontoso.com

T}
i

3 Add MNew E-mail Account I &

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
m. The WlndOW Changes. Add the E-mail Address: |Trainsharcd01@imu,cdu
fully-qualified e-mail address e i
(including @jmu.edu) :
Retype Password: | ========

n. Type and Retypethe
Departmental E-Mail
password( owner 0 s

o. Click on Next.

Type the password your Internet service provider has given you.

[ Manually configure server settings or additional server types

< Back [ Mext > ][ Cancel ]
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p. Outlook will find the
Departmental Mailbox and
complete the process of
configuring the account.

(A Add New E-mail Account l

S |

Congratulations!

Configuring

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

+ Logon toserver

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

[~ Manually configure server settings

< Back

g. The Profile screen will reappear showing the new

Profile. Be sute to check the box, Prompt for profile tq

be used so that the user has the choice of entering
his/her own mailbox or the shared (departmental

mailbox)

t.  When a user opens Outlook and has more

General |

[

ALY The following profiles are set up on this computer:

Add... Remove Properties Copy...

hen starting Microsoft Office Qutlook, use this profile:
& Prompt for a profile to be used
” Always use this profile

IOuﬁook

=]

o |

Cancdl | Aoty |

than one Profile, the user will be asked

which Profile is to be opened.

s. Click on the Profile wanted and click on

OK.

t. 'That account Opensin Outlook.
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Choose Profile

Profile Name: |Qutiook| E] New...
Outlook
Train Shared 01

OK Cancel Options >>

e
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