Microsoft Outlook 2002/2003 - Profile Change to
Oakgov.com for Windows XP

To update your Outlook 2002/2003 (Windows XP) profile:

1. From the Desktop, double click the Microsoft Outlook icon.

2. From the menu bar, click Tools...E-mail Accounts...

3. From the E-Mail Accounts dialog box, click View or change existing e-mail
accounts radio button.

E-mail Accounts e P
E-mail Accounts
You can change the e-mail accounts and directories that Cutlook uses. ;
E-mail

= add a new e-mail account

%" Wiew or change existing e-mail accounts:

Directory
" Add a new directary or address book,

™ Wiew or change existing directories or address books

o oo P o |

4. Click the Next button.
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From the E-mail Accounts dialog box, choose the account to modify (usually called
mail).

2|

E-mail Accounts
You can select an account and change its setkings or remaove it, :

Cutlook processes e-mail for these accounts in the Following order:

I Type
IMARSMTR (Default)

REemove

I

Set as Default

Mawe g

< [ ¥]l | Move Bovin

Deliver new e-mail ko the following location:
IPersanaI Folders j Mew Qutlook Data File. .. |

< Back I Finizh I Cancel

5. Click the Change... button.
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6. The following changes are required:

Your Name: Your Name

E-mail Address: username@oakgov.com

Incoming mail server: mail.oakgov.com

Outgoing mail server: mail.oakgov.com

User Name: username@oakgov.com

Password: Leave unchanged

Remember password: Ensure that this box is checked

Log on using Secure Password: Ensure that this box is NOT checked

2]

Internet E-mail Settings (IMAP) @

Each of these setkings is required to get ywour e-mail account working.

User Information Server Information

Your Mame: |;|,:,|-,,-I Smith Incoming mail server (IMAR]): Imail.nakgu:w.u:u:um

E-mnail Address: Ismithj@nakgu:uv.cnm Cuikgoing rmail server (SMTP: Imail.nakgu:w.u:u:um

Logon Information

User Marne: fsmithj@oakgo.com

Passwiord: I*******

¥ Remember password

| Log an using Secure Passward
Authentication (SPA)

¢ Back <I Hewt > |> Cancel

7. Click the Next button.
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I—
2]

E-mail Accounts
‘You can select an account and change its settings or remove it, g

Cutlook processes e-mail for these accounts in the Following order;

Mame | Type | Change...
brnail IMAR(SMTP (Default) ;

Remowve

i

Set as Defaulk

Mowe e
1| | »| Mawve Dawn |
Deliver new e-mail ta the Following location:
IF'ersu:unaI Falders j Mew Outlook Data File, ., |
N

¢ Back WD Cancel

8. Click the Finish button.
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You must now make a change to the LDAP Directory within Outlook.
1. From the menu bar, click Tools...E-mail Accounts...

2. From the E-Mail Accounts dialog box, click the View or change existing
directories or address books radio button.

E-mail Accounts

3. Click the Next button.

© 2006 - 2008 Information Technology Training Center Page 5 of 10



Microsoft Outlook 2002/2003 - Profile Change to

Oakgov.com for Windows XP
|

4. From the E-mail Accounts dialog box, choose the LDAP account to modify (usually
called Oakland County Directory).

cmalpccownts @R

Directories and Address Books
¥ou can choose a direckory or address book below ko change or remaove ik, ;

Cutlook Address Book, MAPT

Cakland County Direckory LDAP add...
Rernowve |

1] 1]

< Back I Finizh I Cancel

5. Click the Change... button.
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6. From the Directory Service LDAP Settings dialog box, click the More Settings...
button.

E-mail Accounts

niraldap,co.oakland. mi.us

] |

LISERLEME

Hassmt

Note: Do not change the Server Name field.
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From the Microsoft LDAP Directory dialog box, click the Search tab and change the
Search base: to read o=oakgov.com, o=top.

Note: A space is needed between the comma and o=top.

Microsoft LDAP Directory Ed |

Connection  Search |

—Server Settings

Seatch bmeout in seconds: &0

Specify the maxirmum number of entries you

wish ko return after a successful search: Eed

—Search Options

Search base:

n=nakgov.cam, o=top

Example:
ch=users, dc=exchange, dc=microsaft, dc=com

Cancel Apply

7. Click the OK button.

© 2006 - 2008 Information Technology Training Center Page 8 of 10



Microsoft Outlook 2002/2003 - Profile Change to
Oakgov.com for Windows XP

|
E-mail Accounts 7| x| |
Directory Service (LDAP) Settings
Yau can enter the required settings ko access information in a directary service, :

Server Information

Type the name of the directory server vour Internet service
provider or swstem adminiskrator has given you,

aerver Mame: rniraldap.co.oakland.mi.us

Logon Information

™ This server requires me ka log on

[I5Er Mames I

Easswatd; I

More Setkings ... |
’ Cancel |

¢ Back

i

8. Click the Next button.

mapccows g

Directories and Address Books
Yau can choase a direckary or address book below ko change ar remove it :

Mame | Type | Zhange. .. |

Cutlook, Address Book, MAPT

Cakland County Directory LDAP Add...
Remove |

| |+

¢ Back Finizh Cancel

9. Click the Finish button.
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Close Outlook, and then reopen Outlook. If you previously had a large number of e-
mails, it may take several minutes for the messages to repopulate in your Inbox.

Subscribe/Resubscribe to the Junk Mail Folder:

1. From Outlook, go to your Inbox.

2. From the menu bar, click Tools...IMAP Folders. If IMAP Folders is not visible,
click the double caret at the bottom of the menu.

3. Click the Query button.
4. Click Inbox.Junk Mail from the Folders list and click the Subscribe button.
5. Click the OK button.

You should see that the Junk Mail folder is now a subfolder of your Inbox (to view your
Folder List, click View...Folder List).

If you have any problems modifying your Microsoft Outlook 2002/2003 profile, please
call the IT Service Center at (248) 858-8812.
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