In order to be able to access your e-mail now that the system has been updated you must
follow the following steps to activate your account:

1.
2.

3.

Click on the Microsoft Outlook icon

You will see the Outlook wizard come up and the screen will say Outlook 2003
Startup, click the next button

The screen will now show the Account Configuration (E-mail Accounts) screen,
click the circle Add a new email account and then the next button

The screen will now say E-mail Accounts, click the circle by Microsoft Exchange
Server, then the next button

The screen will now say Exchange server settings, enter SCCSD-MAILO1 (the 0
is a zero) then enter your user name.

Click check name and your name should come up underlined then click next
Click finish
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*fou can choose the type of server vour new e-mail acount will work, with,

This wizard will allow you to change the e-mail Step 1

accounts and directories that Outlook uses.
E-mail 1

ol Add a new email account
@dd 2 new gomal account!
Oylew of change existing e-mail accounts
Directory
- () Add & new directory or address book
() wiew or change existing directories or address books
ne to the new ... Micrasaft
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Server Type Step 2

Microsoft Exchange Server

(3 Microsoft Exchange Server

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

Cropr3
Connect ko a POP3 e-mail server to download your e-mail.
O mMap

Connect ko an IMAP e-mail server ko download e-mail and synchronize mailbox
Folders,

OHTTP

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

() Additional Server Types
Connect ko another workaroup or 3rd-party mail server,
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Exchange Server Settings
‘¥ou can enter the required information ko connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer, For infarmation, see your
syskem administrator,

Microsoft Exchange Server:

sccsd-maild 1. sautheaunty

[[Juse Cached Exchange Mode

Type the name of the mailbox set up Far you by your administratar, The mailbox name
is usually your user name.

User Mame: |M.M Check Hame

More Settings ...
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Congratulations!

“ou have successfully entered all the information required to
setup wour account,

Ta close the wizard, click Finish,

e to the new ... JFfice Outlaok

Step 3

Microsoft Exchange Server -
Sccsd-mail0l

***When setting up Outlook

2003, at the Exchange Server
Settings window - underneath
where you put the Microsoft
Exchange Server address (sccsd-
mail01) the box that says Use

Cached Exchange Mode should be

K%k
unchecked.

After adding the user name click
“Check Name” which will
underline last name, first name

Step 4

Click Finish



