Configuring a New Outlook Profile:

Go to the Control Panel under the Start button = Settings = Control Panel and double click the Mail
icon.

Choose Show Profiles:
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When starting Microsoft Outlook, use this profile:

Enter a profile name. Any name is fine. In this case we will use “new-outlook”
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Click the Next button:

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

Your Mame: |Z\mmEr, David

Example: Ellen Adams

E-mail Address: |zimmerd@lennsd'mols.net
Example: ellen@contoso.com

() Text Messaging (SMS)

(*) Manually configure server settings or additional server types

If prompted for credentials, enter the full email address for the username and remember to check the
box:

Microsoft Outlook

Connecting to daffinc@lecnschecls.net

[ smithr@leonschools.net

R91emhel my credentials

—

Click Finish:

A Add New Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
«  Search for zimmerd@leonschools.net server settings
«  Log on to server

‘Your e-mail account is successfully configured.

Manually configure server settings
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Make sure “Always use this profile” is selected and choose the new Outlook profile in the drop-down,
then click OK:
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When starting Microsoft Outliook, use this profile:
 pr

IDefauIt Outlook Profile

Now, re-open Outlook. If prompted for credentials, be sure to enter the full email address and to check
the “remember my credentials” box. Outlook should be completely configured at this point.



