Setup Microsoft Outlook 2007/10 Profile at home
1. Open the Control Pane;f;t’(fﬁU'F’ D)
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3. Click “Show Profile” icon.

E-mail Accounts

I _y Setup e-mail accounts and directories.
-

Data Files
Change settings for the files Cutlook uses to

Data Files. ..

=
&g store e-mail messages and documents.,

Setup multiple profiles of e-mail accounts and

data files. Typically, you only need one.

General |

I ,@ The following profiles are set up on this computer:

= H icrosoft Office Outlook, use this profile:
' Prompt for a profile to be used
" Always use this profile




5. Enter the Profile Naméuser namé (e.g. ecs-enquiry). Then click Oﬁ@
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Create Mew Profile [I] ¥
| Canedl |

Profile Mame:
ivau:s—eruquiry-I

6. Select Microsoft Exchange, POP3, IMAP, or HTTRen press Next( — ).

,_j Add Mew E-mail Account

Choose E-mail Service

(@ Microsoft Exchange, POP3, IMAP, or HTTP

avider {ISP) or your
Ver,

Connect to a server type shown below,

[Fax Mail ;I'rans,':u:rt
{ Outlook Mobile Service (Text Messaging)

< Bac [ Mext = I [) Cancel




7. Input the user name (e.g. ecs-enquiry)

Input the e-mail Address (e.gcs-enquiry@vtc.edu.hland the password.
Then press Next{ — #)).

LA Add New E-mail Account -3 [

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: eCs-enguiry

Example: Barbara Sankovic

E-mail Address: ecs-enguiry @vic. edu. bk
Example: barbara@contoso.com

Eassmr't xETxRx
Retype Password: s

Type the password your Internet service provider has given you.

[ | Manually configure server settings or additional server types

[ ::Ead( ][ Mext = _] [) Cancel




8. Outlook will search and configure your e-mait@ent setting automatically, please wait several
minutes.

g Add Mew E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
"  Establish network connection
P Search for ecs-enquiry@vtc.edu.hk server settings
Log on to server
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10. Press Finish to complete the setup.

(A Add New E-mail Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish network connection
\/ Search for ecs-enguiry @vic.edu.hk server settings
\/ Log on to server

| Your e-mail account is successfully configured to use Microsoft Bxchange.
I
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” [ 7] Manually configure server settings

<gack || Finh ] [ Cancel

11. Make sure the new profile has been createddlinOK to finish

General |

l @ The following profiles are set up on this computer:

Remove Properties Copy...

When starting Microsaft Office Cutlook, use this profile:
' Prompt for a profile to be used
" Always use this profile

ECs-Enguiry ll

Cancel |




12. Double the Outlook Icon, the Outlook will pop the Login Box.
Input the e-mail Address (e.elcs-enquirv@vtc.edu.mland the password.
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Outlook Profile has created completely.



