How to Create a Profile for the Win Exchange Server

1. Click on the Windows Start Button.

2. Select the Control panel. You will see the following settings by default.

Adjust your computer's settings

T] Systermn and Security
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o Review y

rour computer's status

Add a device

Programs

Get programs

Uninstall a program

Back up your computer
Find and fix problems

Network and Internet
View network status and tasks
Choose hemegroup and sharing options

Hardware and Sound
View devices and printers
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User Accounts

% @Change account type

A,

—

Appearance and Personalization

Change the theme
Change desktep background
Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input metheds
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

3. Change the view by on the top right of the control panel: from category to large icons.
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4. Click on the Mail (32 bit) icon.

Action Center

Backup and Restore
Credential Manager
Desktop Gadgets
Display

Folder Options
HomeGroup

Java (32-bit)

Mail (32-bit)
Notification Area Icons

Phone and Modem
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Administrative Tools

BitLocker Drive Encryption

Date and Time

Device Manager

Ease of Access Center

Fonts

Indexing Options

Keyboard

Mouse

Performance Information
and Tools

Power Options

View by:

@ AutoPlay
ﬂ.‘ Color Management

} Default Programs

;g_.'*,{i Devices and Printers

Flash Player (32-bit)
J’ Getting Started

Internet Options

fq{u Location and Other
Sensors

.I:l- Network and Sharing
-" Center

E‘ Personalization

kLTﬂ Programs and Features

Large icons

View by:

Large icons ~



You will see a screen like the one below:

"@ Mail Setup - OFT S

E-mail Accounts

3 Setup e-mail accounts and directories. E-mail Accoumnis. .. |

S

Data Files

4 Change se?:ﬁngs for the files Outlook uses to Data Files. .. |
&@ store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files. Typically, you only need one.

Close |

5. Click on Show Profiles.

B Mail | = |

General |

@ The following profiles are set up on this computer;

Cutlook -

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
™ Prompt for a profile to be used
¥ always use this profile

Cutlook LI

oK Cancel | ppl |

6. Verify that the Outlook profile is highlighted in the middle box. Click on the remove button.



7. When it has been removed, click the Add button. Enter a new profile name called outlookwin.
Click OK.

8. Your name and email address should show in a new dialog box. After the @ sign of your e-mail
address, type “win.” minus the quotes. Your address should now show as
yourname@win.udel.edu. Putin your UDelNet ID password twice. Click Next. Select Finish
once your account is created.

9. Open Outlook. You should see your messages begin to populate.

10. If you have access to shared calendars, shared mailboxes, and archived data files you may need
to add them again.

11. If you have questions, contact oet-help@udel.edu or call (302)831-8162.
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