Microsoft Outlook 2002 - Profile Creation
|

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

2. From the Outlook 2002 Startup dialog box, click the Next button.

' Outlook 2002 Startup

WWelcome o the Outlook 2002 Startup wizard, which will guide vou
through the process of configuring Cuthook 2002,

Cancel |

< Back

3. From the Account Configuration - E-mail Accounts dialog box, click the Yes radio
button.

Account Configuration 2=l

E-mail Accounts

‘fou can configure Qutlook ko connect ta a Microsoft Exchange Server, Inkernet
E-mail, or other E-mail server. would wou like ko configure an E-mail account?

< Back I Mewut » I Cancel

4. Click the Next button.
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5. From the E-mail Accounts - Server Type dialog box, click the IMAP radio button.

Server Type
¥ou can choose the type of server vour new e-mail acount will work, with, :

" Microsoft Exchange Server
Connect ko an Exchange server to read e-mail, access public Folders, and
share documents,
" pop3
Zonneck ko 5 POP3 e-mail server ko download
wour e-mail,
IMap)
Connect ko an IMAP e-mail server ko download e-mail and synchronize
mailbox Folders,
" HTTP
Zonneck ko an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbox Folders,
" additional Server Types
Connect ko another workaroup or 3rd-party mail server.

< Back I Mewut » I Cancel

6. Click the Next button.

Internet E-mail Settings (IMAP) @

Each of these settings is required ko get your e-mail account working.

User Information Server Information
Your Marie: IJDhn Srmith Incaming mail server (IMAP: Imail.uakguv.cum
E-mail Address: Ismithj@ﬂakgw.mm Qukgoing mail server (SMTR): Imail.u:uakguv.cum

Logon Information

Lzer Marne: Ismithj@u:uakgw.cu:um
. Password: |******
Keep this
option > ¥ Remember password:
checked L MCcEMSIRRIRAOIG

[ Log on using Secure Password

Authentication (SPA) More Setkings ... |
¢ Back I Meut = I Cancel |

7. From the E-mail Accounts - Internet E-mail Settings (IMAP) dialog box, type your
name in the Your Name text box.
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8. Type your email address in the E-mail Address text box.

9. Type mail.oakgov.com in the Incoming mail server (IMAP) text box.
10.Type mail.oakgov.com in the Outgoing mail server (SMTP) text box.
11.Type your user name (lastnamefirstinitial) in the User Name text box.
12.Type your email password in the Password text box.

13.Click the Next button.

Congratulations! @

‘fou have successfully entered all the infarmation required ko setup vour account,

To close the wizard, click Finish.

< Back

14.Click the Finish button.
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Your Microsoft Outlook mailbox will now appear, please note that the mail-Inbox is your
default mailbox. You can move up or down using the triangle in a square box under

Outlook shortcuts.

& Inbox - Microsoft Dutlook

File Edit View Favorites Tools  Actions  Help

EfNew ~ | &D (37 ¥ | GoReply €R0Reply to &l 48 Forward fQSend,l’Regeive ByFind Hg Tvpe a contact to find

& Inbox .

g =[5

Type a question for help

- DEE.

4| 01 |B% | @ From | Subject

|Received  © |Size

=]

There are no items to show in this view,

Calendar

2

Contacts

Tasks

MMy Shorbcuts

Other Shorkouts

|D Items

w1

15.From the Outlook menu bar, click Tools...Options.
16.Click the Other tab.

17.Click the AutoArchive button.

18. Clear the check mark from the Run AutoArchive every check box.
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[ Run Autoarchive every ITiI daws
[v Prompt before Autodrchive runs
During Autosrchive:
[V Delete expired items (e-mail Folders only)
v archive or delete old items
W Show archive Folder in Folder list

—Defaulk Folder settings For archiving

Clean out items older than IE. j IManths vl

i Move old items ta:

IC:'I,Documents and Settingsiusernameilocal Se Browse, ., |

" Permanently delete ald items

| Apply these settings to all Folders now i

To specify different archive settings For any Folder, right-click on
the Folder and choose Properties, then go to the AutoArchive tab,

Retention policy

@ The network administrator has nok set retention policies,

Rietention Palicy: Infarmation, . . |

Ok Cancel |

19.Click the OK button.

20.Click OK from the Options menu.
You are now ready to use Microsoft Outlook 2002.

Note: Email messages are purged every 14 days. If your job requires that you save
email, Microsoft Outlook users have the opportunity to store their messages in folders(s)
within Outlook using the AutoArchive feature. For further information and setup
instructions, please review the Outlook 2002 AutoArchive Setup documentation at
http://www.oakgov.com/ittrain/assets/docs/outlook 2002 autoarchive.pdf.

If you have any problems setting up your Microsoft Outlook 2002 profile, please contact
the Information Service Center at (248) 858-8812.
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