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1) In Control Panel click on Mail(32-bit) icon.
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Adjust your computer’s settings

Action Center

Color Management

Desktop Gadgets

@ Ease of Access Center

Getting Started

Programs and Features

Region and Language
Sync Center
User Accounts

Windows Update
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Administrative Tools
Credential Manager
Device Manager
Flash Player (32-bit)
HomeGroup

Java

Mouse
Personalization

QuickTime (32-bit)

RemoteApp and Desktop
Connections

System

Windows CardSpace
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AutoPlay

” Date and Time

Devices and Printers

Folder Options

Indexing Options

Keyboard

Network and Sharing
Center

Phone and Modem

Realtek HD Audio Manager

Sound

Taskbar and Start Menu

Windows Defender
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Backup and Restore

Default Programs

Display

Fonts

Intel(R) Graphics and
Media

Location and Other
Sensors

Notification Area Icons

Power Options

Recovery

Speech Recognition

Troubleshooting

Windows Firewall

2) Click on Show Profiles.

E-mail Accounts

Data Files

Profiles

Q Setup e-mail accounts and directories.

| E-mail Accounts... |

Change settings for the files Outlook uses to
store e-mail messages and documents.

Data Files...

&

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

Show Ryofiles...
| e |
Wy

Close




3) On the General tab, click on Add. Then enter the profile name and click OK.

General

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

A

L
Remove Properties Copy...
When starting Microsoft Outlook, use this profile:
() Prompt for a profile to be used
(® Always use this profile
l v|

Q Create New Profile

Profile Name:
Examplel
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4)  Go to step 16 or Click on Manual setup or additional server types and then click Next.

5) Click on Microsoft Exchange Server or compatible service and then click Next.

'® Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

ODutiook.com or Exchang




6) In the Server field type mail.lausd.net and your LAUSD Email account address.

sever. mail.lausd.net
userName: |john.doe@lausd.net

Use Cached Exchange Mode

Mail to k eep offline,

8) Make sure your Email address is in the User Name field and then click Check Name. Enter
your password in the Password field and then click on OK.

Windows Security “

Microsoft Outlook
Connecting to fag@example.com

|john.doe@lausd.net |
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13) When Outlook stops loading, the server should have changed as well as your user name.
Both should be underlined. Click on Next and then click on Finish.

Add Account

You're all set!

We have all the information we need to set up your account.

Add another account...

Finish

14) Close the Mail screen and open Outlook. When you are asked for your password, enter it
into the Password field.



Windows Security

Microsoft Outlook
Connecting to fag@Faqs.com

| john.doe@lausd.net |
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[] Remember my credentials
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15) A message box will appear in the lower right of your screen stating that Microsoft Outlook is
setting up a local copy of your mailbox. It may be several minutes until all of your data is
available. All folders are up to date and Connected to Microsoft Exchange, you can begin

using your newly configured Exchange profile.

A\ Microsoft Outlook X X

Outlook is setting up a local copy of your mailbox. It
may be several minutes until all of your data is available.




*16) From step 4 you can also select E-mail Account fill in the fields with your full name,
email address, password and retype password.

© E-mail Account

Your Name: IiOhl'I doe
Example: Ellen Adams
E-mai address:  john.doe@lausd.net
Example: ellen@contoso.com
Password: I"“'“"*** I

Retype Password: I"‘*"‘*"‘"‘I I
Type the password your Internet service provider has given you.

17) Click on Next which should automatically establish the configuration successfully.

dd New Accoun

Congratulations! _>
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18) Click Finish and reopen the Outlook program.



