HOW TO CREATE AN E-MAIL PROFILE

Step 1:


Right click on Microsoft Outlook and click properties. Click on “Show Profiles”.

Step 2:


Click “Add”. There should be a new window that displays “Microsoft Outlook Wizard”. Click the box that says “Microsoft Exchange Server” and click “Next”

Step 3: 


Type in the profile/user name and then click “Next”. Type in the Microsoft Exchange Server. (31ADA_DC4). Click “Next”

Step 4:


Depending if the user travels with this computer, choose an option. Click “Next”. Click “Finish” on the next screen.

Step 5:


On the next screen make sure the user name is highlighted and click “Properties”. Make sure on the next screen that “Microsoft Exchange Server” is highlighted and click “Properties”.

Step 6:


Type in the Microsoft Exchange Server(31ADA_DC4). In the box directly below it, “Mailbox”, type in the profile/user name, click “Check Name”. The name should be resolved. If not, contact your SIGO for more information. Click “Apply” and “OK”. 

Step 7:


To make sure the profile is truly added in your computer, try to login and open the mailbox.

