Setting Up Your Outlook Profile

1. Open Outlook.

2. Under "Profile Name", enter the user's username or real name. Click OK.

New Profile

@ Create New Profile

Profile Mame:
Imustechl ‘
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3. Choose Add a new e-mail account and click Next.

E-mail Accounts

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

E-mail

(®) add a new e-mail account
(O view or change existing e-mail accounts

Directory

(O add a new directory or address book
(O View or change existing directories or address books
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4. Choose Microsoft Exchange Server and click Next.

E-mail Accounts @

Server Type
‘You can choose the type of server vour new e-mail acount will work with,

(®) Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents,

Oror3
Connect to a POP3 e-mail server to download your e-mail.
O 1map

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

OHTTP

Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

(O Additional Server Types
Connect to another workgroup or 3rd-party mail server.

[ < Back ][ Next > I[ Cancel ]

5. In the field "Microsoft Exchange server", enter ads.iu.edu. You will also see a
checkbox for the optional Use Cached Exchange Mode feature, uncheck that

box.
6. In the field "User Name", enter the user's ADS username and click Check Name.

The username should resolve to a "Last Name, First Name" format. Click Next.

E-mail Accounts m

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

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator,

Microsoft Exchange Server: |ads.iu.edu
[TJuse cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: |mustech Check Name

More Settings ...
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7. On the next screen, click Finish.

E-mail Accounts

Congratulations!

‘ou have successfully entered all the information required to
setup your account,

To close the wizard, click Finish.
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