/

MINNESOTA STATE
UNIVERSITY

M ANKATDO

Creating an Outlook 2003 Profile

To begin using Outlook 2003, a profile must be w@éa A profile is a group of settings that defiilesv you
work with Outlook. These steps will help you ceeatprofile to access MSU’s Microsoft Exchange serv
These steps are only valid if you are on campusgube MSU VPN client that is available at
http://www.mnsu.edu/its/vpnbr utilizing RPC over HTTP that is available at
http://mavmail.mnsu.edu/rpcoverhttp/

1. Double click theMy Computer icon on the desktop‘;-!_}g

. My Cormpuker
2. Double click theControl Panel icon.'@

Conkral Panel

3. Double click theMail icon. m@
Mail
4. Click theAdd... button to adé"a new mail profile.

Mail Ed

General

';”':'i@ The Following profiles are set up on this computer:

-,

WWhen skarting Microsoft OFfice Qutlook, use this profile:
(%) Prompt: for a profile to be used
{1 Always use this profile

[ K H Zancel H apply
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5. Type a name for your profile in the box and cl@kK.

@ Create Mew Profile

Profile Mame:
|0utlu:u:|k |

6. Add a new email accountshould be selected. Clidkext.

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

#1iadd a new e-mail account

1 Wiews o change existing e-mail accounts

Directory

3 add a new directory or address book
i%iew or change existing directories or address books

= Back i_gﬁxt} ][ Close ]
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7. Click Microsoft Exchange Serverand click theNext button.

P

E-mail Accounts

Server Type
ou can choose the type of server wour new e-mail account will work with,

{*)Microsoft Exchange Server:

Connect ko an Exchange server to read e-mail;, access public Folders, and share
dacuments,

CpoP3
Conneck ko a POP3 e-mail server to download vaur. e-mail.
O IMAP

Conneck ko an IMAP e-mail server to download e-mail and svnchronize mailbio::
Folders.

{IHTTP

Zonneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

() additional Server Types
Conneck ko another workgroup or 3rd-party mail server.

[ < Back ][ Mext = l[ Cancel

8. Entermsuex0.campus.mnsu.edin theMicrosoft Exchange Servetbox.

9. Uncheck theJse_Gached Exchange Modeheckbox.

10. Enter your MSU username in thiser Namebox and click th&€€heck Namebutton. This will check your
username on the Exchange server. Qliekt.

E-mail Accounts

Exchange Server Settings
You can enter the required information to connect to your Exchange server,

Twpe the name of wour Microsoft Exchange Server computer, For information, see your
syskem administrator,

Microsoft Exchange Server:  |msuexd.campus.mnsu.edu

[Juse Cached Exchange Mode

Type the name of the mailbox set up For wou by your administrator, The mailbox name
is usually your user name.

Lser Mame: |Username ¢ Check Mame

More Settings ...

’ < Back ” Mext = I[ Cancel
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11.Click Finish to complete the profile setup.

Congratulations!

You have successfully entered all the infarmation required ko
setup wour accounk,

To close the wizard, click Finish.

 <Batk E Finish 'g

12.Click OK to close the Mail dialog box.

E_M

‘General

@ Thie Following profiles are set up on this computer:

[_add.. || Remove || Properties [ copy.. |

_ Dutlook

WWhen skarting Microsoft OFfice Qutlook, use this prafile:
{%) Prampt for a profile ta be used
Oﬁslwa}ﬂs use this pru_:uF_iIe

ok [ cancel [ awply
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