Microsoft Office Outlook 2007

Configure Mailbox Account
outeok 2007 sy

Outlook 2007 Startup

Welcome to the Outloak 2007 Startup Wizard, which will quide vou through the
rocess of configuring Qutlook 2007,

1- Click
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e -|

E-mail Accounts

¥au can configure Outlaok ko connect ko Inkernet E-mail, Microsaft Exchanage, or
other E-mail server, Would wou like to configure an E-mail account?

1- Tick

Ll T3]
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Auto Account Setup

Your Mame: IMu:uhu:I Mur Iran bin Mohd % akim

Example: Barbara Sankowvic

E-mail Address: Iiman@psp.edu.my

Example: barbara@contosa, cam

1- Tick

Iv Manually configure server settings or additional s@

< Back { Mext = Pm

2- Click
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Choose E-mail Service

" Internet E-mail
Conneck to vour POP, IMAP, or HTTF server to send and receive e-mail messages.,

1- Tick

* Microsoft Exchange;

COnne nsaft Exchange for access ko wour e-mail, calendar, contacks, Faxes and waice mail,

" Other

Connect bo a server bype shown below,

Cugtlook Mobile Service (Text Messaging)

< Back Mext = Cancel |

2- Click
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Microsoft Exchange Settings
You can enker the required inFormation ko conneck ko Microsaft Exchange.

Type the name of your Microsoft Exchange server, For information, see wvour syskem
adrninistrator

2- Untick

@:Ft Exchange server: ipspsvrmail
IUse Cached Exchanage Mode

Type the name of the mailbox set up For wou by wour administrator, The mailbox name
is usually wour user name.,

Liser Mame: IMl:uhd Mur Iman bin Mobd vatim @

More Settings ... |

1- Fill In
PSPSVRMAIL

< Back I Mext = I

Cancel |

"~ 3- Click
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Microsoft Exchange Settings
Yo can enter the required information ko conneck ko Microsoft Exchange.

Type the name aof your Micrasoft Exchange server, For infarmation, see yaur syskem
administrator,

Micrasoft Exchange server: !PSPSvrMaiI.psp.edu.mv

[ Use Cached Exchange Mode

Type the name aof the mailboyx sek up Far wou By wour adrinistrator, The mailbox narme
is usually wour user name,

User Mame: !Mn:nhd Mur Iman bin Mohd % atim

Zheck Mame I

Moare Settings ... |

< Back

Mext =

Cancel |

1- Click
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Add Mew E-mail Account

_

1- Click
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1- Click

[ Inbox - Microsoft Outlook —_
! File Edit View Go Tools Acions Help Type a question for help =
ijjﬂew - gg'u A5 b -_'aﬂeply _ﬂ} Reply to All (g Forward DJU o @ | Send/Receive ~ L% [ Searchaddressbocks - | @) .
&
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| Inbox (1
e danbounc 1) 5 Arranged By: Date | |l s Man 2/16/2009 2:01 PM o
4 Unread Mail i 3 [w]
— Mohd Mur Iman bin Mohd Yatim
=7 Sent Items (=]
=] Today R o
Mail Folders 2 . bl ([
| Mohd Nur Iman bin ... testing 1.. 2.. 3.. -
2] Al Mail Items - el
=l B Mailbox - Mohd Mur Tm ==
@ Deleted Items =
L7 Drafts 2
L7 Inbox (1) s
[ g Junk E-Mail 2
Outbox 2
] RSS Feeds B
ent Items =
[ [ Search Folders 2
g
g
&
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o
=
g
5
L] Mail
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=
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1 Item £3 Online with Microsoft Exchange
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B Control Panel

File Edit Wwiew Favaorites

Tools

Help

BEE
| &

\_) Back - \_J - lj]. | /.._\J Search

||ai__} Folder Sync

=
-
s

Folders

Address IG' Contral Panel

jGD

¥ Control P2

Swikch bo Classic View

See Also

% windows Update
(7)) Help and Support

»

Pick a category

-

(= * Appearance and Themes

Metwork and Internet Connections

v

1.

(R o

Add or Remove Programs

Sounds, Speech, and Audio Devices

Performance and Maintenance

i~
l""'\‘

: |

&Fy®

Printers and Other Hardware

User Accounts

Date, Time, Language, and Regional
Options

Accessibility Options

Security Center
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B Control Panel

File Edit Wwiew Favaorites

Tools

Help | &

\_) Back - \_J - lj]. | /.._jSearch i Folders

E - @ Folder Sync

Address IG' Contral Panel

jGD

Control Panel

[+ Switch o Category View

See Also

% windows Update
(7)) Help and Support

»

& ¥ D W 9 P =

Accessibility  Add Hardware Add or Administrative  Automatic  Date and Time Display

Options Remov... Tools Updates
= A e i =
™ 3 o \
S/ » = =
Folder Options Faonts Gane Internet Kevboard Molse
Cantrallers Options
ﬁ ) \ " R 2
e/ L=t [
@ L % w e g U
Metwark, Phone and  Power Options  Prinkers and  Regional and  Scanners and  Scheduled
Conneckions Modem ... Faxes Language ... Cameras Tasks
_—‘ P Il.” i
© @ & ¥ 4 £ @
Security Sounds and Speech System Taskbar and  User Accounks  windows
Center Audio Devices Skark Menu CardSpace
e
ey
i
Windows Wireless

Firewall Metwork. ek, .,

1- Open
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Mail Setup - Outlook |

E-mnail Accounts

3 Setup e-rail accounts and directories. E-mail Accounts. .. |

N

Daka Files

1- Click

& Change settings for the files Cutlook uses ko
\I@)Q store e-mail messages and docurments.,

Prafiles

Setup mulkiple profiles of e-mail accounts and Showe Profiles. . |
data Files. Twpically, vou only need one. =

Close |
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Data Files
Cutlaak, Data Files

1- C||Ck v Settings,.. @9 Set as Defaulk X Remove W Open Folder. .

Marme: | Filename | Cornrmenk |
Mailbae: - Mahd Mur Iman,.. Mok available Defaulk

Select a data file in the lisk, then click Settings For more dekails or click Open Folder to display the Tell Me Mare. .. |
folder thak conkains the data file, To move or copy these files, wou must First shut down Outlook, =

Close |
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Mew Qutlook Data File E |

Ty
CFfice COutlook Pe

1- Select

E——
rsonal Folders File (psk) )

Descripkion

Provides more storage capacity For items and Folders,
Supparts mulkilingual Unicade daka. Mak compatible with
Outlaok 97, 98, 2000, and 2002,

- =l

— 2- Click
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1- Fill In = 1 2- Click

(Your ID).pst oo |+| <c/|/|
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Create Microsoft Personal Folders |

Eile: I C:\Documents and SettingsiimaniLocal Settings

Mame: IF‘erscunaI Folders

Farmat: I Personal Folders File

Passwiord

Passwiord; I

Yerify Password; I

[ Save this password in your passward lisk

1- Click ib Cancel |
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Data Files
Cutlaak, Data Files

2- C||Ck E-mail | Data Files I R53 Feeds I SharePaint Lists I Internet Calendars I Published Calendars I Address Books I

Sgohdd... “EF SeftingseR )( Femove (=) Cpen Folder. ..

& Set as Defaul

Marme: | Filename | Cornrmenk |

Mailbio: - Pobd i Teeemeee—feereeiie— Liefaulk
1_ Select L3 Fersonal Folders iman.pst in C:\Documents and Settingstiman'Local Settingstappli.. . )

Select a data file in the lisk, then click Settings For more dekails or click Open Folder to display the Tell Me Mare. .. |
folder thak conkains the data file, To move or copy these files, wou must First shut down Outlook, =

Close |
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Mail Delivery Location E |

' ‘fou can configure Outlook o save all e-mail messages locally on ywour computer, All e-mail messages are removed
u fFrom the Microsoft Exchange and wou can only access wour messages on this computer,

‘'e recommend Ehat you do not select this option,

Do you want ko skare all e-mail an your computer only?

These changes will take effect the next time wou skark Cutlonl,

1- Click C s [
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pemmumseting

Data Files
Cutlaak, Data Files

E-mail ;L I R55 Feeds I ShatePoint Lists I Inkernek Calendars I Published Calendars I Address Books I

Lo add.. tOr Settings... @ Set as Default X Remove W) Cpen Folder .

Marme: | Filename | Cornrmenk |
Mailbox: - Mohd Mur Iman... kot available
Personal Folders iman.pst in C:\Documents and SettingstimaniLocal Settingstappli,..  Defaulk

Select a data file in the lisk, then click Settings For more dekails or click Open Folder to display the Tell Me Mare. .. |
folder thak conkains the data file, To move or copy these files, wou must First shut down Outlook, =

1- Click




Microsoft Office Outlook 2007
Testing Configuration

— 1- Click

[ Inbox - Microsoft Outlook - X
! File Edit View Go Tools Acions Help Type a question for help =
‘ adNew ~ ug'u 23 X & R b A BT | Send/Receive ~ Mkl Search address books  +
Mail « Inbox «
Favorite Folders e Inbox 2 Vi ¥ ——
= I!'.IDOX " M.a!lbox.- Maly Arranged By: Date Mewest on top ?
4 Unread Mail in Mailbox - [w]
[= Sent Items in Mailbox - There are no items to show in this view, o
W
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s
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@ Deleted Items
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[ Inbox - Microsoft Outlook - X
! File Edit View Go Tools Acions Help Type a question for help =

ijjﬂew - gg'u _23 x ._;Q.Eeply _%ReplytoAjl Lgp Forward %ﬂ Y &t ngendf'Regeive - LE) @ Search address books

Mail « test «
Favorite Folders o | i %
— — = £ ¥| ¥ || Mohd Nur Iman bin Mohd Yatim o
8 Inkioxin Mailboy. - Moh Arranged By: Date Mewest on top - Zent: Man 2/16/2009 2:01 PM ?
4 Unread Mail in Mailbox - Mok N I ity Mohd Yait o
[ Sent Items in Mailbox - A3 T T TR e o
=] Today = W
Mail Folders 2 | " o . - . bl ([
o = Mahd Nur Iman bin Mahd Yatim 2:01 PN testaing 1.. 2.. 3.. =
2] Al Mail tems - Sy
El B Personal Folders ==
@ Deleted Items =
L7 Drafts 2
[ Inbox =
3 Junk E-mail g
Outbox -;_
() RSS Feeds g
=4 SentItems 3
L2 search Folders 2
. =P = )5 Mailbox - Mohd Nur Im =
1_ C IC (3] Deleted Items ¢
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Inbox
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=
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[ Inbox - Microsoft Outlook - X
I Fj dit View Go Tools Adions Help Type a question for help =
.
1— CI Ick : 4 New ~ gg'u _23 x ._;Q.Eeply _i Reply to All (g Forward %ﬂ Y ;gﬂ S Send/Receive - LE) @ Search address books -@; 7
= — o
Mail « || (3 Inbox test «
Favorite Folders 2 cchinbo | . 5
= == 2 |||search Inbo £ 1 ¥ || Mohd Nur Iman bin Mohd Yatim o
- ILr:ngdva.a.l.IbT Tr:‘oh Arranged By: Date Newest on top “|| sent: Mon 2/16,/2009 2:01 PM 2
A Unreaga Mall in MauBbox -
e L e Mohd Mur Iman bin Mohd Yatim =)
=5 Sent Items in Mailbox - 1| — (=]
=] Today R o
Mall Folders 2 | p— T : 7 ! ' ol [
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2] Al Mail tems - Sy
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f EL. HY a2 - test 123 - Message (HTML) -
AR
H -
—/I Message Insert Options Format Text L7
S el 3) e
| A |a= =01 3| %I @ ...... v %
=3 I
Paste PRI « TR 8 o \ - || = = =||ZE 5| Address Ch I-' Fallow | Spe II ng
1 - - | Book: Ma _gv Up - j}
Clipboard = Basic Text Na Include Options ™= || Proofing

1- Fill In

Your E-mail

To... | |iman@psp.edu.m\;l
3- Click o |
Subject:  [test123

= 2- Fill In

|>%|T A

Send and receive

4
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[~ Inbox - Microsoft Cutlook

= 4

! File Edit View Go Tools Acions Help Type aquestion for help =
i New ~ H-?H A5 ba [ aReply 3ReplytoAll (g Forward Y —j Send/Receive - ——— e
— o
Mail « || (3 Inbox test 123 «
Favarite Folders ® h Inbox p-lv Mohd Mur Iman bin Mohd Yatim
4 Inbox in Mailbox - Moh Arranged By: Date Newest on top - Sent Man 2/16/2009 2:26 PM

4 Unread Mail in Mailbox -

= Sent Items in Mailbox -

= Today

Mail Folders ES

O] All Mail Items -

| Mohd Nur Iman bin Mohd Yatim 2:26 ...
test123

El B Personal Folders
@ Deleted Items
L7 Drafts
L7} Inbox (1)
[ Junk E-mail
Qutbox
L] RsS Feeds
L= Sent Items
[ [ Search Folders
+ = Mailbox - Mohd Mur Im

L M
ﬁ Calendar

|o77] Tasks

M BEJE

=1 Mohd MurIman bin Mohd Yatim 2:01 PM

Mohd Mur Iman bin Mohd Yatim

Send and receive

| »

4

Jeg oq-ol

“raunujedde bupwoadn opy [

sHsey 0 :epo) g

1- Click

2 tems

Send/Receive Complete 135~
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