Reset Your Outlook Profile

1. Log in, with . YOURusername and password, on the computer that ylbuseiregularly to check your
CCITY.ESC14.NET email.

2. Open the control panel. If needed, sefegitch to Classic View

Faolder Cptions

3. Double click theéMail icon.

Display
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Mail Setup - blimones

E-mail Sooounts

L,‘“: ;,1 Setup e-mail accounts and directories. [ E-mail Accaunts. . ]

Drata Files

4, Change settings for the files Outlook uses ta [ Data Files ]
&@ store e-mail messages and documents,

Profiles

Setup mulkiple profiles of e-mail accounts and [ Show Profiles ] -
data files. Typically, vou only need one.

Close



5. Remove the account that has your name, orlleddautlook. Click on the account name, then click
Remove.

General |

@ The following profiles are set up on this computer;

i blimores

’ add. ., ][ Rernove opy..,

w'hen starting Microsoft Office Qutlook, use this profile:
() Prompt For a profile bo be used
(%) Always use this profile

|b|imones b

I_ a4 J[ Cancel ] Apply

6. The profile should be gone. Now cliékid.

General |

@ The Following profiles are set up on this computer;

(e - | [ oo

‘When starting Microsoft Office Outlaak, use this profils:
) Prompt for a profile to be used
(&) Always use this profile

| |

[ a]8 J[ Cancel J[ apply ]

7. Name the profile with your usnername.

Create Mew Profile
Cancel

Prafile Mame:

|I:|Iim|:|nes




8. Now you will create your new account. Tlanail Accountslialog box will open. Sele&dd a new email
account.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 accoun

" Wiew or change existing e-mail accounts

Directory

) add & new directory or address book
) Wiew ar change existing directaries ar address baoks

=

<ok |_beer | ﬁ

9. Choos&Microsoft Exchange Servetlick Next.
- —

| E-mail Accounts

Server Type
You can choose the byvpe of server your new e-mail account will wark, with,

(%) Microsoft Exchange Server

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

) POP3
Connect to a POP3 e-mail server to download vour e-mail,
) IMap

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

(JHTTP

Zonnect to an HTTP e-mail server such as Hotmail bo download e-mail and
synchronize mailbox Folders,

() additional Server Types
Connect ko another warkgroup or 3rd-parky mail server.

[ < Back ][ Mext = }g




10. In theE-mail Accountslialog box type “OMEGA.ccity.escl4.net” in the spamext taMicrosoft Exchange
ServerPut a check mark in the box foise Cached Exchange Modg/pe your username in théserName
box. Click theCheck Naméutton. Your last name, followed by your first nast®uld appear in the
UserNamebox. Click Next

— —————

E-mail Accounts

Exchange Server Settings
‘fou can enker the reguired information to connect ko vour Exchange server,

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

syskem administrator,
Type the name of the mailbox set up For wou by wour administrator, The mailbox name
is usually wour user name.
Liser Mame: ||-i|'I'IDﬂ.BU_bba Check Marne -

Microsaoft Exchange Serger: | I

i Use Cached Exchange Mode

Mare Setkings ...

oo [ s |H

11. TheE-mail Accountslialog box will reopen. CliclEinish.

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

Outlook processes e-mail For these accounts in the Fallowing order:

Marne Type Change...
Bubba Limones Exchange (Default)

Remove
Set as Default

Mowe Up

Mowe Dowvin

Deliver new e-mail to the Following location:

Mailbox - Limones, Bubba hd | [ Mew COutlook Data File. ..




12. Congratulations. Your email account is nowgetClick Finish.

E:mail Accounis

Congratulations!

You have successfully entered all the inFormation required to
sebup wour account,

To close the wizard, click Finish,

13. Select thé\lways use this profileadio button. Be sure that your profile name ithie drop down box
below that. ClickOK in theMail dialog box.

zeneral

f{,@ The Following profiles are set up an this compuker:

blimones

[ add. .. ][ Remove: ][Pr_u:uperties H Cap. .. J

When skarting Microsaft Office Outlook, use this prafile:
") Prompt For a profile to be used

%) Always use this profile

[bimones ~r_|F

Your Outlook email account is now ready to use.@ynopen Microsoft Outlook.




